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INTRODUCTION 



The responses on the questionnaires 
that you and the rest of the Ne^s Assess- 
ment Task Force collected are important to 
your school's career guidance program. But, 
unfortunately, that inforniation is not very 
usable in its present form. Tabulating the re- 
sponses and displaying them in a meaningful 
way is now the job of the Needs AssessmeYit 
Task Force. Once this is completed you ^ill 
" have accomplished needs assessment for your 
scHool and will have made it possible for the 
Steering Comralttee to set goals for the pro- 
gram that are based on the sound information 
on the tables. 

Listed below are the^^eneral tasks to be 
completed during tabulation. ^ 

1. Transfer questionnaire responses 
to code sheets. 

2. Add each column on each code 
sheet and record the sums. 

3. Transfer the sums on each code 
sheet to the summary sheets. 

4. Total the summary sheets. 

5. Compute percentages and stims 
of rankings and transfer them to 
nine tables.* 

* ' 6. Record all fill-in statements and . 
^ , , comments and complete T,able 47. 

Procedural Sections A-0 of this guide provide 
detailed instructions for accomplishing each 
of these tasks. 

Tabulation should be begun within one 
week after the administration of Student QueSr 
tionnaires-even though all of the Parent aqd 
Graduate Questionnaires^ay not yet have been 
returned to the school. All members of the task 
force will begin tabulating Student and Faculty/ 
Staff Questionnaires until enough Parent and - 
Graduate Questionnaires have been returned to* 



make it worthwhile to begin tabulating them. 
The chart on the next page shows how the 
: tasks of surveying and tabulation can be inte-. 
grated during the same time period. The CPSS 
coordinator will set the pace for tabulation and 
you, in turh, will set the (5ace for the students 
you supervise. 

The Steering Committee and/6r CPSS 
coordinat^or has probably already decided who 
will do the work/)f tabulation: the individuals 
who surveyed gfudents, parents, graduates, 
faculty /staff', fnd parents as the Needs Assess- 
ment Task Force; new members of the task^ 
force; a math or other appropriate class; or 
individuals with common blocks of time in 
which to work. Because the recommended 
way to accomplish tabulation is to have the 
Needs Assessment Task Force do it, the tabu- 
lation procedures in this procedural guide are 
written for that task force. However, they can 
be easily adapted to fit whatever grCup does 
the work. 

Organizing the Workers 



It is importa/it to note (especially if you 
served on the Needs Assessment Task Force 
during surveying) that the group doing tabula- 
tion is organized quite differently from the 
way it was organized during surveying. During 
surveying, faculty/staff members and students 
formed teams, each of which dealt with only 
one kind of questionnaire. During tabulation, 
however, individuals doing the work may be- , 
corae involved with tabulating as many of 
the four questionnaires as necessary. The 
only restraint on this technique is. that care • 
should be taken to make sure that persons 
who administered Graduate Questionnaires do 
not tabulate Graduate Questionnaires. This is 
important because, otherwise, confidentiality 
, of graduatfe responses conceivably could be 
compromised since Graduate Questionnaires 
carry identifying numbers used in the second 
mail-cwt. 

If the Steering Committee and/or the 
CPSS coordinator have decided to use a 
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Cooftlmitor prip^ret 
m«i«riait and, 
ontnit utk force 



TMmi prtpare 
-mattruli 



NEEDS ASSESSMENT 

Stirveymg « 

Week 



Tabulation 

Week 



/ 



All 1«amt admmttitr 
qu««tionnairfli 



L«it wik to accept 
Student Queittofyj^trei 

Pertnt Qu«itionnaire 
follow up made 

Fecutty/StaH follow 
up made' . 



Graduate foJIow up 
made 

Lmt week to accept 
Parent & F acuity / <' 
Stati Quettionnairei 



Last week «o accept 

Graduate, Quest ion nairtt 




Coordinator prcparei 
nnaterialt 



Coordirtator orienti 
t^uiition lupervitort 

Tabulation of Student 
Oueitionnaira beyint th« 
day attar adnninmration 

Task force cannot ftio»« • 
, beyof>d Proc Sec A 



Tabulation of Faculty /Staff 
Parent & Graduate 
Quettionrtairet be9in> 

task force canr^t move 
beyond Proc, Sec D 



Talk force can move from 
Proc Sec A to other 
tectioni for tabulation 
of Student Oueitionneirei 



Talk force can mo¥« 
beyond Proc Sec D 
for tabulation of 
Parent & Faculty /SteH 
Quest tonnaf res 



Tabulation continues 



Task force can move 
^ beyor>d Pioc Sec D 

for tabulation of 

Gradudle Quest ion rta« res 



Chart showing,an efficient integration of^surveymg and tabulation during the same time period. 
(Dashed lines indicate points at whlc^ completed questionnaires can be passed to those doing 
tabulation.) . ■ . ^ 
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computer to do some of the tasks of tabu- 
lation, the coordinator will advise you 
which tasks will still have ta be done man- 
ually by the task force. If your school is 
not using computer, the first manual task 
'to be done is the transferring of question- 
naire responses to code sheets. For tpis 
task, student members of the task force 
should divide into pairs and each faculty/ 
staff member, called tabulation supervisors, 
should supervise two pairs of students. (If 
you did not survey the ninth grade, one of 
the faculty /staff menibers will supervise ^ 
only one pair of students.) After this task 
is completed, it is no longer necessary for 
the students to -work in pairs and you prob- 
ably will want to make some other arrange- 
ment. In fact, as tabulatioT?>progress^s, 
fewer ^nd fewer work sheets are required 
and therefore, you may find it desirable 
and/or necessary to involve fewer people 
in the tasks. 



Things to Remember 



Throughout tabulation there are four 
rules to keep in mind. They are: (1) make 
sure the students you supervise clearly un- 
derstand each task they are performing, 
(2) make sure you and they follow the sug- 
gest^ procedures, (3) make certain that 
confidentiality is maintained, and (4) make 
sure the work is done accurately. ^ 

Accuracy is particularly imfBftant in 
tabulation because the results of tabulation 
will be the basis upon which the Steering if 
^ Committee will set goals for your school's 
new career guidance program. Even a sm^ll 
error in tabulation could considerably alter 
the diriection of the program. v 



It is in your scTig^I's best interest for you 
and the rest of the idkk force to keep in the 
.stri(5lest confidence the information provided 
on the questionnaires by students, graduates, 
faculty /staff , and parents. Otherwise, those 
individuals will not be likely to cooperate in 
tHe school's information-gathering efforts later 
Although the information collected during 
surveying is not likely to be of a personal or ^ 
sensitive nature, the respp^idehts were pro- * 
. mised confidentiality and there are Courteous 
ways in which to treat such inforqjation. Here 
are a few suggestions that you should share 
with the students you supervise. 

1. Do not discuss with anyone how a » 
question wa^ answered by a single 
individual, regardless of whether 
you think yoUSknow the identity 

, of the individu^. 

2. Do not try to guess who com- 
pleted which questionnaire. 

3. Do not leave your tabulation 
work lying around, especially 
if people not on the task force 
may see it. • 

Following the suggested profcedures is 
also important in CPSS because the proce- 
dures are part of a system. Each set of steps 
/ lays the basis for other steps that wiH follow, 
gind this is certainly true for tabulation* By 
following the procedures closely you can be 
sure that the information (fen be tabulated 
' correctly and that important details will not 
be overlooked. ' 



The procedures for tabulation begin on 
the next page. 
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PROCEDURAL SECTION A * 

Transferring^Responses from Student Questionnaires 
to Student Code Sheets (Items 1-22) 



1 



NOTE: This section outlines the procedural steps for. transferring responses to Student 
Questionnaire items 1-22 to Student Code Sheets for easier computation. As 
you read through or work through these procedures, refer often to the Example 
Student Code Sheets, which are completed for hypothetical grades nine-twelve. 



. .1 - ^ 

Step 1 Students should divide into pairs, deciding among themselves which of the pair Will be 
the "caHer" and which will be the "recorder." 

A. The caller will call out loud the respondent's answers on each questionpaire. 

B. The recorder will use a pencil to write those answers on code sheets. 



NOTE: Response^ from Student Questionnaires from all grade levels may be transferred 
^simultaneously as4on'g as a student pair is not transferring responses from more 
than one grade level at any one time. This is to assure that responses from more 
than one grade level are not transferred to "the same code sheet. 



J Step 2 



*Each pair of students should receive a stack of fillednn Student Questionnaires from one 
grade level, s6me blank Student Code Sheets, and four Example Student Code Sheets 
completed for hypothetical grades nine-twelve, 

A. The responses from the first questionnaire will be recorded on row 1 of the code 
sheet, those from the second questionnaire on row 2, etc. 

B. Each code she^t can handle responses from* twenty-five questionnaires. (On the 
Example Student Code Sheets, responses from five respondents are recorded fur 

' each grade level.) 



NOTE: Rows go across the page; columns run from top to bottom. Items are 
questions on the questlonnake. 



Step 3 At the top of the first code sheet, fill in the space for the gtpde level of the questionnaires 
/you h^vel 
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Step 4 Transfer the response to item 1 on the first questionnaire in your stack to row 1 of the 
code sheet. 

A. The caller calls out the iteni number and which box th^respondipnt checked. 

1. For item 1, the caller would call out either "i, yes'' or no"or blank." 

2. See the note below for help in deciding how the respondent answered. 

B. The recorder writes the answer for item 1 in raw 1 under column 1 of the code sheet 

1, If the qallei- said *l^yes," the recorder wiltesra 1 ; if'the caller said no," thfen 
the recorder writes a 0; if the caller said blank," the recorder does not'write 
Anything on the code sheet . >^ ' • * 



If the respondent has left^e item blank, the caller should say **blank.'' 
Yes No * , ^ 

□ □ 1. Have you learned how to explore your interests, abilities, 
and values? - ' ^ 

(Caller then says, blank.") 

For all items^but item 22 on the Student Questionnaire, if the respondent checks more 
tpan one box, the caller should also say **blank," - ^ 

^ ' Yes^ No 

Have you learned how to. explore yoiK interests, abilities, 
' and values? 

(Caller then says, blank.") 

If the respondent writes something next to the box and it is difficult to determine 
what his/her answer is, the caller should also say **blank.'* . , 

y i^ ^ Yes . No 

^v^ii^^^ ? ^ ^ " "^^^ you jeamed how to explore your interests, abilities. 



2. On the^ Example Student Cpde Sheet for grade nine, the recorder has written a 
1 in row 1 under column 1 because the first hypothetjcal questionnaire showed 
a ''yes" response to item 1 . ^ . 
• ^ 



and values? 



(Here the caller says, "1, blank!") 

However, if the writing next to the box provides a clear answer, the caller shoulckfeo 
ahead and call out that answer even though no boxes are checked. 



J l^Jj^ Yes No 

• J^l^^fi^^ ^ ^ ^- ^^^^ y^^^ learned how to ex; 



^ and valtrcs? 



plorj|r( 



our interests, abilities. 



<(/ In suTnmary,.when the answer is clear, call it out.- When it is not clear, when the item 
is simply not filled in^ or when two answers are checked (for all but item 22) call out 
^ ' "blank." 



<i>^/^^vf^,(Here the caller ^ys, "1, no.") 
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Step 5 



Step 6 



Step? 



Step^ 



Working with that saline questiorfnaire, transfer the responses to items 2-21 the same way , 
you did item 1. > ^ 

" ■» ' ' * 

A. -Remember ^at^the apswer'for each item is recorded in row 1 under the ^plumn 
whose nuBFibe^r is the same^ that item's. / ^ 

fe. ^n the^Example Student Code Sheets, the answers for itepis 1-21 are filed in for 
five respondents (five rows). 




number^f 



For item 22 on that same questionnaire^ the callerc^iH^ out the number bf the item and 
the letter of the hbxe^ checked by "the resppftdelifr Th^e rtiay1)e more than one box 
checked. . • 



A. For instance, if the respondent checked the box laljeled b, the caller would call out 
"22b." If he/she checked boxes b and d, the caller would call out "22, b and d." 
One exception to this procedure: if the respondent checked box e, the caller calls 

out only "22e" regardless of how many other boxes the respondent also checked. . \ 
.For instance, if the res't)ondent cTiecked boxes d, and e, the caller would say only 

B. If the respondent left all boxes blank, the caller would say "22, blank." 

For item 22, the recorder writes a 1 in row 1 of each column marked with the letter of ** 
the response. 

A. If the caller^id "22, b and f the recorderVrites a 1 in cdfumn b and a 1 in column 
f in row 1 on the code shSet. The other.columns are l^blank. 

- ' • . ^ 1 

B. If the caller said "22, blank," the recorder draws a line on the code sheet from column 
iUbrough column f, ^ . ' • 

C. The recorder never writes 0 on the code sheet for item 22: - " ' * 

D. On- the Example Student Code Sheet for grade nine, the recorder wrote a 1 in row 1 , j 
under column c ^nd a 1 in row 1 under column d because those are the boxes checked ^ 
on the first hypothetical questionnaire.^ 

* * ' 

Ignore items 23 and 24 of the questionnaire because thfey will be tabulated later. Write 
an "5J^" in the upper left corner of the questionnaire to show that you have completed it 
and lay it aside. 



NOTE: Yoi^ have now completed transferring^r^sponses from oije Student Questionnaire. 



Step 9 ^ The caller should go on to the next questionnaire in the stack and he/she and the recorder ^ 
* should repeat Steps 4-8 with this questionnaire and, one at a time, the others in the stack 
until all are finished. Remember that answers from one questionnaire go on one row of 
the code sheet. When you fill up one code sheet, begin another, making sure that you t 
write the grade level at the top of the cpde sheet. Do not transfer responses from more 
than one grade level onto one code sheet. ... 
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Step^O 



Aftor Knifing all questioni>aires, count them. Make sure tjiat the nymber of .rowiS^^not 
columns) you have completed on all your qode sheets equals jthe number of questionnaires 
you've, handled. If the number i^ not identical, you have ma^e a^mistake and will have to 
check your work. Correct any niistakes before going on^ * ^ 



Step 11 Gi^e all materials to your" tabulation supervisor. • ^ 

Step 12 Each: tabulation sup#rvisor should spot-check the work of tho^ 
\ ^ 'ask them to correct any errors found. 



he/she js supervising and 



Step 13^ One supervisor should separate by gtade level all the Stud§ 
dent,pair». In the upper right corner of each, are printe 



Code Sheets used by'ialfsta- 
e'W9rds: Page ^of . . 



Number the code sheets for gr^ade nine, writing each page nUmber in th^ sjJace after the 
^ wofd "Page." Then write the number of the last page you nfimbered in the space after 
the wo1^^.'*of " on oach sheet. '"Repeat thi^process for pach grade level of Student Code 
Sheets. • . ' . ^ 

Step 14 At jthe direction of the CFSS coordinator and the tabulation supervisors, help transfer, 
respoit^s from fhe Faculty /Staff , Parent, and Graduate Questionnaires (Procedural 
__^^ptions B, C, and D) or continue tabulating Student Questionnaires by following the 
procedures autlined in Procedural Section E. • ' ' v 
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PROCEDURAL SECTION B-1 



Transfeuing Responses- from Graduate Questionnaires 
to Graduate Code Sheet 1 (Items 1-21 an^ 23) 



NOTE: This section outlines the procedural steps for trahsf toring responses to Graduate 

Questionnaire items 1-21 and 23 to Graduate Code Sheet 1 for easi^ computation. 
. ; This set of procedures is very similar to procedures for transferring Student Ques- ' 
tionnaires to Student Code Sheets (Procedural Section A). As you read through 
these procieSdures, refer often to Example Graduate Code Sheet 1, which is competed 
for a hypothetical group of JGraduate Questionnaires. 



Step 1 Students should divide into pairs, deciding among themselves which of the pair will be the 
"caller" and which will be the "recorder."' i 

- A. The "caller" will call out loud the respondent's answers on each questionn'aire. 

• Br. The "recorder" will use a pencil to write those answers on Graduate Code Sheets 1 . 



Step 2 ' Each pair receives a stack of Graduate Questionnaires, some Graduate JKe Sh^^ets 1, and 
an Example Graduate Code Sheet 1- 

A. The responses from the first questionnaire will go on row 1 of tb,e code shee^, those 
' from the second questionnaire on row 2, etc. . \ > 

. B. ^ch Gradi^te Code She^t 1 can handle responses from twenty-five Graduate Ques-' 
\ tiomjaires.^On Example Graduate Code Sheet 1, responses from four hypothetical 
N^^^^^arauates ar^ recorded. 



NOTE: Rows go across the page; columns run from top to bottom- I^ms are questions 
' on the questionnaire. V r 
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Steps 



Transfer the response to item 1 on the firjst questionnaire in your stack to row 1 of the 
code sheet. • 

A. The" caller calls out the item number and whidi box the respondent checked. 

1. . For item 1, the caller would call out either yes" or no" or "1, blank." 
^ 2. $ee the note "below for help \n deciding how the respondent answered. 



/ 



B. 



The recorder writes the answer for iteih 1 in row 1 Under column 1 of the first code 
sheet. , ^ ^ 

1. K the caller said yes," the recorder writes a 1 ; if the caller said no" the 
recorder would writfe a 0; if the caller says "1, blank," the recorder does not 
write anything on the code sheet. 

2. On Example Graduate Code Sheet 1, the recorder has written a 1 in row 1 under 
column 1 because the first hypothetical questionnaire showed a **y6s" response 
to item*^ 



.NOTE: If the respondent has left the item blank, the caller should say "blank." 
-■' Yes- No v' ' " I. 



□ 



How to explore your interests, abilities, and values.. 
(CaUer then blank.") ^ V ^ ^ ^ 



For all items but item 21 op^he Graduate Questionnaire, if the respondent checks 
more than one box, the caller sho^d also say -'^blank." - . 



Yes 



No 



How to explore your interests^ajjilities, and values. ^ 
(Caller then says "1, blank,") . 

K the respondent writes something next to the box and it is difficult to determine 
what his/he;r answer is, the caller should als6 say "blank." » 

Yes No ^ • ' 

0^^^, □ tD X. How to explore your interests, abffities, and valli^. 

the caller says'"l, blank.") . 

However, if the wilting next to the box provides a cle^r answer, go ahead and call.out 
the answer even though no boxes are checked. ^ 

(i?^^^>UAYes No , . - - ' 

..Uct^U^ I— 1 1. « How to explore your interests, abilities' and vaHles. 

i^>L^(Herethe^llersays^ . ' . . . 

In suiftmarVrwhen the'ariswer is clear, call it out. When it is not clear, when the item 
is simply not filled in, or wHen two answers are Shecked (lor all but item 21), call out 
"blank.^ 



/ 



9 

15 



Step 4 Working with that same question^ transfer the responses to items .2-20 in the same 

way you ^rd item 1 . ' ^ V ^ * \ ^ 

" ' ' ' " ' \ * • 

A. Remember, that the answer for each item is recorded in row l\under the column 

whose number is the same as that item's. 

B. On Example Graduate Code Sheet 1, the answers for items Ijto are filled in for 
four respondents ^fqjir rows). ^ ' 

Step 5 For item 21 thaj same que^ionnaire, the caller calls oiit the number of the iteni|iAd 
the letter of the;boxe$ checked by the respondent. There may be more than one^ox 
checked. * - . ' 

A. . For, instance, if the respondent checked the box labeled b, the caller would cal^ut 

"21b." If he/she checked boxes b and d, the caller would call out "21b and djf 
Qnjc e^tception to this procedure>If the respondent checked box e, the caller calls 
out only "21e."^g^ardless of how many other boxes the respondent also checked . 
For example, if tH^ respondent checked boxes d, f , and e, the caller would say only 
"21e." \ _ 

B. If the respondent left'all boxes blank, the caller would say "21 blank." ^ 

Step 6 For item 31, the recorder writes a 1 in the first row^ each column marked witfi the 
, letter of the response. > ^ V 

A. Jf thfe caller said "21, b and f," the recorder writes a 1 in column b and a 1 iii( column 
f in row 1 (Hi the code sheet. The other columns are J^ft blank. 

B. If the caller said "21, blank," the recorder draws a line on the^code sheet from 
c^Unjn a fhrough column f. ; ^^s* 

C. The recofder never writes 0 on the code sheet for item 21. 

D. On the Example Graduate Code Sheet 1, the recorder wrote a 1 in row 1 under 
column b and a 1 i^row 1 under column d because those are the boxes checked 
on the first hypothetical questionnaire. . 

Step 7 Ignore item 22 for now, and doitem 23 as you did item 1\ 

Step 8 Ignore item 24 because it Slid item 22 will be tabulated later. Write an "X" III thfe upper 
left corner of the (juestionnaire to show that you have completed it and.lay it aside. 



NOTE: You have now completed tfansferring responses from one questionnaire. 



Step 9 The caller should go on to the next questipnnaire in the stack and he/she and the recorder ' 
should repeat Steps 3-8 with this questionnabre and, one at a time, the others in the stack 
until all are finished. Remember that ^sWers from one questionnaire go oil one row of 
the code sheet. When you fill up one code sheet, begiii another. - - • - 
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Step 10 Once you have completed all the questionnaires in your stack, count them and make sure 
that the number of rows (not columns) you have completed on all your code sheets equals 
the number of questionnaires you've completed. If the number is not identical, you have 
made a mistake and will have to check your work. Correctany mistakes before going on. 



Step 11 Give all materials to ^ur tabulation supervisor. 



Step 12 Each tabulation supervisor should spot-check the work of those he/she is supervising and 
" ask them to correct any errors found. 

Step 13 One supervisor should stack together all Graduate Cod6*Sheets 1 that have been used by 

a^U student pairs. In the top right comer of each are printed the words: ?age of . 

. Number the^sheets from the top, writing each page number in the spaceafter th^word v*\ 
"Page/' Then write the number of the last page you numbered in the s^ce after ffie Word 
, , ' "of" on each sheet! . ^ 

Step 14 At the dirdiCtion of the CPSS coordinator and the tabulation supervisors, help transfer * 
responsei^ frorn Graduate Questionnaires to Graduate Code Sheet 2 by following the 
steps in Procedural Section B-2. 



/. : 
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PROCEDURAL SECTION B-2 

'I 

\ Transferring Responses from Graduate Questionnaires 

id Graduate Code Sheet 2 (Item 24) 



NOTE: This section outlines the procedural steps for tranrferriftg responses to Graduate 
Questionnaire item 24 to Graduate Code Sheet 2 for easier computation. As you 
read through these procedures, refer often to Example Graduate Code'Sheet 2, 
which is completed for a hypothetical group of Graduate Questionnaires* 



Step 1 Students shouM divide into pairs, deciding-among themselves which of the pair will be 
; the "cafler" and which will J3e the "recorder." ' ' 

A. • The caller will call out the respondents' answers oh each questionnike. 

B. The recorder will use a pencil to write those^answers on cade sheets. 

S^p^2 Each paiiWedfeives a stac^ of Graduate Questionnaires, som^ Graduate Code Shoots 2, 
and an Examplf Oradviate. Code Sheet 2. ^ ^ 

A» <5rhe re^o^Jses from the first^uestionnaffe will go on row 1 of the code sheet, those 
^ from the second questionnaire on row 2, etc. 

B. Each Graduate Code Sheet can handle resporfees from 125 Graduate Questionnaires. 
^ On Example Graduate Code Sheet 2, resjjonses from four hypothetical graduates are 

recorded. 



E: Rows go across the page; columns run from top to bottom. Items are questions 
on the quesfionnaire. 
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Step 3 Transfer the response^ ifem 24, area I on the first questionnaire in^your stack to row 1 
* of a code sheet. \ 

^ . / - . 

A. The caller calls out the area number and the rank assigned by the respondent.. 

1. For area JL, the caller would call out either "1, 1/' or "I, 2/' or 3," or "I 4 " 
or %5/' or % blank.'' : ~ ~ . ~ ^ 

2. See the -note below for help in deciding how the respondent an,swered. 

B. The recorder writes the an^wSt.for' area I ih row T under column I of the first ^ 
Graduite^GodeSheet 2. ' ^ * V 

1. If the cajler said ^*IJ/^he "recorder writes a 1; if the trailer says-**I, 2" the 

V. recorder writes 2, etcTTf the caller said "I, blank," the recorder^do^S not write 
anything on the code sheet. * ^ 

2. On"Example Graduate Code Sheet 2, the recorder has Witten a 1 in roW 1 under 
. column I for the f iwt hypothetical questionnaire. . ^ ' 

1 



NOTE 



: If the respondent has left the area blank on the questionnaire, the caller alft), should 
say *'blank" if the respondent writes more than one number in the ragk spac^or'tf • 
the answer is not clear. ^ . ' * 



Step 4 Repeat Step 3 to transfer the responses to areas II-V to the,code sheet. On Example 

Graduate Code Sheet 2, the ranks for areas I-V are filled in for fourhypotbetical^spon- 
. .' dents (four rows). r " .* 



NOTETV 

. Vou have now cokipleted transferring the Fe^ponse fo item 24 from one 
iGbraduate Questioni\aire. ^ ' ^ r 

W : 7* r — ^— ^ '■ 



Step 5 Write a plus (+) in the upper left corner of the^uestionnaire to show you have completed 
r it and lay it aside. , , ' * . 

Step 6 Thp caller.should go orf to the next questionnaire in the st^k and he/she and the recorder 
should repeat Steps 3, 4, and 5 with this questionnaire and, 6ne at a time, the others in 
^ the stack untU all are finished. When you fill ur one code sheet, begni another. 

Step 7 Once you have completed all the questionnaires in your stack, count them and make siire 
that the number of rows you have tompleted, on all the code sheets equals the number of 
questionnaires whose response to item 24 you have transferred. If the numbers are not 
♦identical, you have* made a mistake and wUl have to chedk your v^ork. Correct any mis- 
takes before going^on. ^ ^ * ^ ' 



Step 8 ' Return all'materiais to your tabuUudn supervisor. 

Step 9 Each tabulation supervisor should spot-check the wor1t done by those he/she su^rvises - 
and ask thenl to correct any errors found? ^ * 

Step 10 • One supervisor should stack together all Graduate Code Sheets 2 that haye been used by 

Q all student pairs. In the top right comer* of each are printed the words: Page oT - 

Number the sheets from the top, writing each .page number in the space after the word 
"fage." Then write the number of the last page you numbered in the space after the 
word "of" on eacH sheet. 



Step, 11 At the direction of the CPSSlioordinator and the tabulation supervisors, help transfer 
^ * . responses from the Facultx/Staff and parent Questionnaires (Procedural Sections C and ' 
'D) or continue tabulating Graduate Questionnaires by following procedures^utlined in 
Procedural Section F. ' ' ^ \ * ■ * 



^ \ 
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PROCEDURAL SECTION C 

Trjansferririg Responses from Faculty /Staff Questionnaires 
to Faculty/Staff Code Sheets (Items 1 ajid 2) 



r ~ 

,NOTE: ' This section outlines the procedural steps for transferring re^^ ; . 

Faculty/Staff Questionnaire items 1 and 2 to Faculty/Staff Code Sheets for 
5 ^ easier computation. As you read through these procedures, re^r often to the 

Example Faculty/Staff Code Sheet, which is completed for a hypothetical grtiip 
of Faculty/^taff Questionnaires! | 



Step 1 Students should divide into pairs, deciding among themselves which of the pair will be 
' the''caller"and which will be the "recorder."" . ^ 

/ A. The caller will call out the responderits' answers on each questionnaire.* 

/ . B. The recorder will use a pencil to write those answers on code sheet's. 

Step/^ Each 4)air receives a sta^of Faculty/Staff Questionnaires, some Faculty/Staff Code 
/ Sheets, and an Example Faculty/Staff Code Sheet. 

A. The responses from the first questionnaire wilt go on row 1 of the code sheet, 
J;hose frohi the second questionnaire on roH*2, etc. 

B. Each Faculty/Strff Co^p Sheet can handle res^>onses from fifty Faculty/Staff . 
Questionnaires. 

J ' - 



NOTE: 



/ 



Rows go across the.page; columns run ftom top to bottom. Items are questions 
on the questionnaire.* . ' 



4 ' 



ERLC 



15 



21 



Step 3 Transfer the response to itena 1, area I on.the first questionnaire in your stack to row 1 
of a code sheet. 

A. The caller calls out the area number and the rank assigned by the" respondent. • 

^ 1. ' For area I the caller would call out either 1" or "I, 2 "or "I, 3" or "I, 4" 

^ or "1, 5" or "I, blank." ^. ' . " ~ ^ ^ 

2. See the note below fpr helji in deciding how the respondent answered. 

♦ -B. The recdrder writes the number for area Tin row 1 under column l^of the first code ' 
sheet. f. 

1. If the caller said "1, 1," the recorder writes a l;lif the caller said "I, 2," the 

' • recorder writes a 2, etc. If the caller said "I-, blank," thfe recorder ^oes not , 

write anything on the code sheet. 

2. On the Example Faculty/Staff Code Sheet, the recorder has written a 2 in row" 
1 under column I for the first hypothetical questionnaire. 



NOTE: If the respondent has left the area blank on the questionnaire, the caller should say 
"blank." -The caller also should say "Blank" if the respondent writes more than 
one number in the rank space or if the answer is not clear. 



Step 4 Repeat Step 3 to transfer the responses to areas II-V>o the code sheet. On the Example 
Faculty/Staff Code Sheet, the ranks^for areas |-V are filled in for four hypothetical re- 
spondents (four rows). 



NOTE: You have now completed transferring one person's responses to item 1 of the 
Faculty /Staff Questionnaire to the Faculty/Staff Code Sheet. 
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Step 5 Transfer the.response to item 2 (General ^eed) on the first questionnaire to row 1 under 
the column labeled "General Need" on the code ^heet. L 

A. ' The caller calls out "General Need" and whjph box the respondent checked. 

1. The caller will call out eitlier "General need, yesV or ^"General need, po" or 
"General need, blank." 

^ '2. See the note below for help in deciding how the respondent answered/ 
' % ' 

B. 1 recgrder writes the answer for item 2 on the code sheet in row 1 under the 
co*umn labeled (Mieral Need. 

1. ^ fU the jailer said "General need, yes," the recorder writes a 1 ; if the caller said 
^ ' • "General need, no," the recorder writes a 0; if the caller said "General need, 

blanks", the recorder does not write anything on the code sheet. 

2. On the Lxample Faculty/Staff Code Sheet thejjbcorder has written a 1 on the 
code sheet in row 2 under the Column labeled General Need. ^ 



NOTE: If the respondent has left the item blank, the caller should say "blank." The caller 
also should say "blank'' if the respondent checked more than one box. 

•Yes No ^ • • ■ ^ . 

H IZl 2. In general do you think it is important for high schools td 
help students to choose and plan for the type of career they 
want and the training and/or education that if^requires? 

(Caller then says, "General need, blank.") 

If the respondent writes something next to the box and it is difficult to determine 
what his/her answer is, the caller also should say "blank." 

□ □ 2. Iif general do yoii think it is important for high schools to 
. help students to choose and plan for the type of career they 
s want and the training and/or education that it requires? 

(Here the caller says, "General need, blank.") 

If the writing next to the box gISvides a clear answer, go ahead and call out the 
^ ^ t swer. 

_ Yes- No 

y^o*'^/*^*^* n □ 2. In general do you think it is important for high schools to 
^[^JUy ^^T / 2^ 4 help students to choose and plan for the type of career they 

mM^^^^^*^^^^^ ' ' , . want and the training and/or educa^on that it requires? 

(Here the caller says,\^^neral need, no,") S 

In summary, when the answer is clear, call it out. When it-is not clear, when more 
than one box is checked, or whert the item is simply not filled in, call out "blank." 



$tep 6 Ignore Item 3 because jt will be tabulated later. Write an "X" in the upper left co 
the questionnaire to^sh^w that you have completed it ans lay it aside. 



X 



NOTE: You have^now cpmpleted transferring the responses to items 1 & 2 from one / 
Faculty/Staff Questionnaire. 



Step 7 The caller sliould go on to the next jfuestionnaire in {he stack and he/she and/the rectfftfer 
* . should repeat Steps 3-6 with this questionnaire and,, one ^t a time, the otherfiin the stack 
until all are finished. \^hen you fill up one code sheet, begin another. ^ / 
. ^ J 

Step 8 Oftce you have completed all questionnaires in your stack, count them and make surfe 
^ ^ that the number of rows you have completed on all tlie code sheets equaL^ the number 
of questionnaires that you heve completed. If the numbers are not ideoitical, you have 
made a mistake and will have to check your work. Correct any mistake/ before going on. 

/ 

Step 9^ Return all materials to your tabulation supervisor. . ^ ^ 

Step 10 Each tabulation supervisor shoulti sp6t-check the work done by th6se hWshe supervises 
and ask them to correct any errors found. 

Step 11 One supervisor should stack together all Faculty/Staff Code Sheets that ha've been used 
by all student pairs. In the top right corner of each ate printed the words: Page of 

• Number rhe sheets from the top, writing each page number in the space after the 

word "Page." Then write the number of tl^e last page you numbered in th,e space after 
the word **of " on each sheet. ' ' ^ 

Step 12 . At the direction of the CPSS coordinator and the tabulation supervisors, help transfer 
responses from the Parent Questionnaires (Procedural Section D) or continue tabulating 
Faculty/Staff Questionnaires by following procedures outlined in Procedural Section G. 
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* PROCEDURAL SECTION D 

Transf ening Responses from Parent Questionnaires. ^ 
to Parent Code Sheets (Items 1 and 2) 



N^TE: This section outlines the procedural steps for transferring parent responses to 

Parent Questionnaire items 1 and 2 to Parent-Code Sheets. These procedures are 
• exactly the sa me as the procedures for transferring data fromFaculty/Sfeff Ques- 
tionnaires to Faculty/Staff Code Sheets (Procedural Section C) . As you read 
through these procedures, refer often to the Example Parent Code Sheet. 



Step 1 



Students should divide into pairs, deciding among themselves whicH»of the pair will be 
tt^"caller" and which will be the "recorder," j 

A. The caller will call outthe respondents' answers on each questionnaire. 

The recorder will use a pencil to write those answers on code sheets, v 

^ch pair of students receives a stacl 
and an Example Parent Code Sheet. 



Step 2 ^ch pair of students receives a stack of Parent Q.uestionnaires, some Parent Code Sheets, 



A. The responses from the first questio^inaife will go on row 1 of the code sheet, those 
fro in the se/cond questionnaire on /ow 2, etc. 

B. Each Parent Code Sheet can handle responses from fifty Parent Questionnaires. 

— ^ '■ . 



NOTE: Rows go across the page; columns run from top to bottom. Items are questions 
on the questionnaire. ^ i ' 
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Step^ Transfer th^ response to item 1, area 1 dn the first questionnaire in ypur stact'to row 1 
oC a code sheet. * , , 

A. 'The caller caJls o,ut the area number and the rank. assigned by the respondent, 

1. For area I, the caller would'call out either "1, 1" or "I, 2" or "I, 3'-' or % 4'.' 
or "1, 5" or "I, blank." , ~7 . ^ 

^ 2, See the note below ior helR in deiciding how the respondent answered. 

B. The recorder writ^ the number for area I in row 1 under column I of the first 
code sheet. - ^ ' 

1. U the caliey said "1, 1," the recorder writes a 1; if the caller ^id "I, 2/' the 
recorder writes a "2," etc. If the caller said "I, blank," th^^order does not 

* write anything on the code sheet. h^^ 

2. On the Exanaple Parent Code Sheet, the recorder has written a 4 in row 1 under 
column I for the first questionnaires. " ^ 

% ^ 



NOTE: If the respondent has left the area blank on the questionnaire, the caller should 
say "blank.," The caller also should say "blank" if the^respqndent writes more 
than one number in the rank space or if the answer is not cl^ar. 



T 



Step 4 Repeat Step 3 to transfer the responses to areas II-V to the code sheet. On the Example 
Parent Code Sheet, the ranks for areas I-V are filled in for four hypothetical respondents 
(four rows). 

< - « 1., 

Step 5 Transfer the response to item 2 (General Need) of the first questionnaire^ to row 1 under 
the labeled "General Need" on the code sheet. 

A. The caller calls out "General need" and which box this respondent checked. 

1. The caller will call out either "General need, yes" or "General need, no" or 
"General need, blank." 

2. Seethe note on the next page for help in deciding how the respondent answered. 

B. The recorder writes the answer for item 2 onjbe code sheet in row 1 under the column 
labeled "General Need." 



," tHe r 



1. If the caller said "General need, yes," tHe recorder writes a 1; if the caller said 
"General need, no," the recorder writes a 0; if tha caller isaid "General need, 
blank," the recorder does not write anything on the code sheet. 

2. On the Example Parent Code Sheet, the recorder has written a 1 on the code 
sheet in row 1 under the column labeled "General Need." 
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NOTE: If the respondent hasjeft the item>blank, 4% caller wUl say **blank." The caller also 
- ' should say ?*blank" if the respondeit checked more than one box. 

. Yes ^No t 
H ^ B * 2. In general, do you think it is important f'or hrgh schools to 
help students choose and plan for the type of career they 
want and the training and/(Mr education that it requires? 

(Caller then says, "G^ne^l need, blank.") ' * 

^ ^f the respondent writes something next><J the box and it is difficult to determine - 
, 'what his/her answer is, the caller shoiM also say *1)lank." \ ^ 

Yes No . . 

' . n 2. In g^ral, do you think it is important for high schools to 

' help students choose and plan for the type of career they ' 

want and the training and/or education that it requires? 

(Ulere'the called says, **Generalnee(}, blank."), ' - 

K the writing next to the box provides a clear answer, gojihead and cairout the 
answer. \ . 

7^>^>>Yes No^ ^.-^t' 

n n * 2. In general, do you think it is important for high schools to^ 
^^^4^*^^^*^* ^^'P students choose and plan for the t^«^ career they 

i^A^ - want and the training and/or- education that it requires? 

' (Here the .caller says ^/General need, no.") 

In summary, vwheo the answer is clear, call it out. When it is not cle^, when more 
than one box is chAiked, or when the itfem is simply not filled in, cffl out "blank." 



Step 6 Igngre Item 3 because it will be tabulated fate^. Write an "X" in the upper left corner 
of the«urvey to show you have completed it and'lay it aside. 



: ^ ~ • 

NOTE: You ha^jnow completed transferring the res^Jqrises to items 1 & 2 from one Parent 
(Questionnaire. • ,.• 



Step 7 The caller 5l»ould ga on to the pext quesldBRpaire in the stack and he/she and the recorder 
should repeat steps 3-6 with this questio^ire and one at a time^th^ others in the sitck 
until all are finished. When you fill 4ip one code sheet, begin another. 
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Step 8 Once you have completed all the questionnaires in your stack^^count them and make sure 
^ that the number of rows you have completed on all the code sheets equals the number of 

questionnaires that you have completed. If .the numbers are not iderttical, you have made 
' a mistake and will have to check your work. Correct any mistakes before going on. 

Step 9 Return all materials to your tabulation supervisor.' ^ 

Step 10 Each tabulation supervisor should spot-check the work done by those he/she supervises 
and ask them to correct any errors found. 

Step 11 One supervisojr should stack together aU Parent Code Sheets that have been used by aU 

student pai#. In the top right corner of each are printed the wcHrds: Page of' , 

Number the sheets from the top, writing each page number in the space after the word 
"Page," Then write the number of the last page you numbered in the spade after the 
word "of" on each sheet. 

Step 12 At the direction of the CPSS coordinator and the tabulation supervisors, Ffelp with other 
tabulatioit tasks or continue tabulating Parent Questionnaires by foUowing procedures 
-outlined in Procedural Section H. 
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procedOral section E " 

f 

Adding the Counts on Student Code Sheets 



NOTE: This section outlin^thg procedural steps for adding, on each codje sheet, the 
total "yes," "no," and '*blank" responses to Student Questionnaire items 1-22. 



Step 1 Receive filled-out Student Code Sheets and group them by grade level. Receive also 
. Example Student Code^heets, grades nine-twelve. • ^ / 

Step 2 Count the number of \\ O's, and blanks in the first column (item 1 of the first pode 
sheet). ' . ^ 

A. First count the number of I's in that column and record tjjat number in the tolal 
, I . . row for I's at the bottom of the first code sheet. (On the Example Student Code 
j ' ^ Sheet fpt grade nine, there are three I's in column 1. That number [3] is recorded 
/ in the total row for I's under coltimn 1 at the bottom of the code sheet.) ' 

B. Then count the number of O's in that column and record that number in the total 
row for O's at the bottom of the first code sheet. (On the Example Student Cpda 
Sfieef for grade nine, there are two O's in column 1. That number [2] is recorded 

• ^ in the total row for "O's" under column 1 at the bottom of the code sheet.) 

C. Count the number of blanks in that column and record that number in the total 
row for Blanks at the bottom of the first code 5heet.-tO» the Example Student 
Code Sheet for grade nine, there ?are no blanks in coluiiffi IrTherefore, zero [0 ] 
is r^CQjMtodin the total row for Blanks under coFumn 1 at the bottom of the code 

sheet;) 

Step 3 Repeat Step 2 for items 2-21 on the first code sheet. (Refer to the Example fetudent Code 
Sheet for grade nine f6r these items also.) j 

Count the number of I's in the column 22a and record that number in the total row fo^ 
I's ^ the bottom of the first code sheet. Do the same for columns 22b through 22f . 
There should be no O's to count in these columns. (On the Example Student Code Sheet * 
foi^ gradenine, there is only one 1 in column ^a. So that number <1 } is placed in total 
row for rs under column ,22a at the bottom of the code sheet* In dolumns 22b and '22f 
there are no I's, so a zero [0] is placed in the t6tal*row*for I's under tho^ two columns ; 
fit the bottom of tjhe code sljeet. In column 22c,there are two I's, so that number [2] 
is placed in th«j topi row f o^ I's under column 22c at th^ bottom of the co^e sheet. 
Similarly, the number of l!!s in the columns 22d and 22e are placed in their appropriate 
spaces at the Mttpn(^ of the'sheet.) ! - y 
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Step 5 » Next, count the number of liijes drawri from columns 22a through 22f and write that 
number in the total |ow<one space) for Blanks at the botto^ of the first code sheet. ^ 
(On the Example Student Code Sh(Sei for grade nine, there/is only one line drawn from 
22a through f , so that number [ 1 ] is placed in the total r6vf for Blanks at the bottom of 
the code sheets.) Remember that for this item^ the number ypu write in the total row 
for Blanks should reflect lines drawn from columns 22a through 22f— not blank spaces 
in the columns. ' » 

♦ 

Step 6 In order to prevent possible errors, double-check the totals for each column. Make sure 
that, for each column except for columns 22a-22f ^ the gand totals of totaH's and total 
O's and total blanks add up to the total number of respobsesjpecorded on the code sheet. 
(On the Example Student Code Sheet for grade niije, there are three I's, two O's, and zero 
blanks in column 1." Three and two and zero add up to five, which is tlje total number of 
respondents recorded on the code sheet in that column. 



NOTE: You have how completed the c6unts for one code sheet. 



Step J Repeat steps 2-6 for each code sheet you have, taking care to keep^ the code sheets 
separated by grade level. 

Step 8 Return all materials to your tabulation supervisor. 

Step 9 Each tabulation supervisor should spot-check the work done by those he/she supervises 
and ask them to correct any errors found. . * 

Step 10 At the direction of the CPSS coordinator and.the tabulation supervisors^ help with other 
tabulation tasks or continue tabulating Student Questionnaires by following the proce- 
dures outlined in Procedural Section I. * 



PROCEDURAL SECTION F-l 
Adding the Coynts on Graduate Code Sheets 1 



■ ? : 

NOTE: This section outlines the procedural steps for adding, on each Graduate Code 
Sheet 1 /the total *'yes," "no," and "blan^c" responses to each questionnaire 
item. Note that these pirocedures are very similar; to the procedures for adding 
the counts pn Student Ck)de Sheets (Procedural Section E). ' ] '> 



Step 1 Receive filled-out Graduate Code Sheets 1 and an Example Gradiiate Code Sheet 1. 

Step 2 Count the number of I's, O's, and blanks in the first column (Item 1) of the first code 
sheet. 

A. First count the number of 1 's in that column and record that number in the total * 
row for I's at the bottom of the first code shee.t. (On the Example Graduate Code 
Sheet 1, there are three I's in column 1. That number [ 31 is recorded in the total 
row for I's under column 1 at the bottom of the code sheet.) ' - 

B. Then count the number of G% in th^t colum'n s^nd record that nuhiber in the total 
row for O's at the bottbm of the first code shefet. (On tJie Example Graduate Code 
Sheet 1 , there is one 0 in column 1 . That number [ 1 ] is recorded in the total row 

^ for O's under column 1 at the bottom of the code sheet.) 

C. ' Count the number of blanks in that column and record that number in the total 

row for Bra»ks at the bottopi'of the first code sheet. (On the Example Graduate 
Code Sheet 1, thete is no blank in column 1. Therefore, zero [0] is recorded m 
the total row for Blanks under colump 1 at the bottom of the code sheet.) 

Step 3 Repeat Step 2 for items 2-20 and item 23 (right mo>^umn on the page) on the first 
code sheet. (Refer to the Example Graduate Code Sheet 1 for these items also.) 

Step 4 Count the number of X's in the cohinm 21^ and record that number in the total row for 
I's at the bottom of the fifet code sheet. Do the same for'columns 21b through 21f. 
There should be no O's to count in these columns., (On the Example Graduate Cod^ 
Sheet l,^here is only one 1 on columir^21a. So that number [ 1 ] is placed in total row 
for I's under column 21a at the bottom of the code sheet. In column 2ib there are two 
I's, so thai number [2] is placed in the total row for I's under that colufTflTat the bottom 
of the code sheet. For column 21c, there is one 1, so that number [ 1 ] is placed in the 
total row for I's under columti 21c at the bottom of the ^ode sheet. Similarly, the num- 
ber of 1 's in columns 21d, 21e, and 21f are placed in their respective columns in the total 
row for I's at the bottom of the code sheet.) 
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5 N^xt, count fhe number of lines drawn horn columns 22a through 22f and write that 
number in the total row (one space) for the Blanks at the bottom of the first codl sheet 
^ under item 21. (On the Example Graduate Code Sheet 1, there is no lin^raw\i from 
21a through 21f so that number [0] is plac^ in to^l row for Blanks at the bottom of 
the code sheet.) Remember that for this item the number you write inlihe total row for 
Blanks should reflect lines.drawn from columns 21a through 21f-not blank spaces in 
the column. 

Stfep 6 In order to prevent possible errors,^ouble-check the totals for each column. Make sure 
that, for each column except for columns 21a-21f, the grand totals of total I's, total O's,^ 
and total Blanks add up to the total number of responsestecorded on the code sheet. 
(On the Example. Graduate Code Sheet 1, there are three I's, one 0, and no blanks in 
column 1 . Three and 1 aqd 0 add up to 4, which is the total |iumber of responses (rows) 
. recorded in column 1 on the code sheet.) 



NOTE: You have now completed the counts for one co(Je sheet. 



Step 7 Repe'atf Steps 2-6 for each code sheet you have. ^ 

Step 8 Returp all materials to your tabulation supervisor. -r- 

Step 9 Each tabulation supervisor shouW spot-check the work done by those he/she supervises > 
and ask them to correct any errors foiTnd. , 

Step lO; ^At the direction of the CPSS>^rdinat^ and t>ff:tSulation supervisors, continue talStffet- 
; ing Graduate Questionnaires bi^foiky^iffg the procedures outlined in Procedural Section 
F.2. " 
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PROCEDURAL SECTION F.2 
Adding the Counts on Graduate Code Sheets 2 



NOTE : Th is sec tion outlines the procedural steps for adding, for each Grajjiate 
y Code Sheet 2, the sum of ranks assigned to each career skill area. 



Stepl Receive filled-out Graduate Code Sheets 2 and Exampli Graduate Code Sheet 2, 

Step 2 - Jlecord the ranks in the first column (I)^ in the first (left-most) set of twenty -five rows on 
thc^ first code sheet. ' . , 

r 

A. Add all the numbers in column I and write that sum in the Sum of Ranks row under 
the first column at the bpttom of the first codriEeet. (On the Example Graduate 
Code Sheet 2, there are four ranks in column I. The sum of ranks for column I 
' equalithe sum of the four ranks, 1+2+3+4=10. Therefore, the number [iO] is re- 

. ,corde4 in the Sum of Ranks row >nder column I at the bottom of the code sheet.) 

- B. Countldso the number or responses recorded in column I in the first (left-mott) set 

of t wen tyvfive .rows on that code sheet.* Record that number in the Number of Re- 
. spondents f ow at the bottom of the code sheet under column I. (On the Example 
Graduate Code Sheet 2, four responses are recorded in column I in t|ie left-most set 
. of twenty-five rows. Therefore, that number [4] is recorded in the Number of Re- 
spondents row under column I at the bottom of the code sheet.) 

Step 3 Repeat Step 2 for columns II-V in the first (left-most) set of twenty-five rows on tlie first 
^ code sheet. (Refer tb the Example Graduate Code Sheet 2 for^ these columns also.) 

Step 4 If there are more than twenty-five respondents recorded on the code sheet, repeat Steps 
^ 2 and 3 for the other sets of- twenty-five rows recorded 6n the first ^pdde sheet. (Note 
that one Graduate Code Sheet 2 can record 125 respondents.) 

) ' 



NOTE: ^ou have now compl 


eted the counts for one code sheet. ^ 

1 — ^ 1-^ ' 







Step 5 Repeat Steps 24 for each Graduate CodeNsheets 2 ^ou have. 
Step 6 Double-check yom; work to prevent any possible errot and make any necessary corrections. 
Step 7 ReturjdU materials to your tabulation supervisor. , * 
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Step 8 Each tabulation supervisor should spot -check the york done by those he/she su^rvises 
and ask them to correct any errors found. 

8 

Step 9 At the direction of the CPSS coordinator and the tabulation supervisors, help with other 
tabulation tasks or continue tabulating Graduate Questionnaires by following the proce- 
dures outlined in Propedural Section J. 



( ■ 
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PROCEDURAL SECTION G 
Adding the Counts on Faculty/Staff Code Sheets 



NOTE: This section outlines the procedural steps for adding, on each Faculty /Staff 
Sheet, the responses to Faculty /Staff Questionnaire items 1 and 2! 




JStep 1 Recei((eTilled-out ficulty /Staff Code Sheets and the Example Faculty /Staff Code Sheet. 



Step 2 For item 1, record the ranks in column I in the left set of twenty -five rows on the first 
code sheet. 

A. Ad^ the numbers in column I an(l write that sum in the Sum of Ranks row under 
•^^ column I at the bottom of the firstcode sheet. (On the ExS^ple Faculty /Staff 

Code.Sheet, there are four ranjcs in column I. The sum of ranks fojr^column I equals 
^'he sum of the four ranks, 2+3+1+2=^8. Therefore, th^t number p6] is recorded in 
th^ Sum of Ranks row under column I at the bottom pf the co^ sheet.) 

B. Count the nqjnber of responses recorded in column I in the left ^t of twenty-five 
rows on that c^de sheet. Record that number in the number of Respondents row 
at the bottom of the code sheet under column 1. (On the Example Faculty /Staff 
Code Sheet, four responses are recorded in column I in the left set of twenty -five 
rows. Therefore, that number [4] is recorded in thfe Nuihber of Respondents row 
at the bottom of the code sheet under column I.) 

Step 3 Repeat Step 2 for columns II-V in the left set of twenty-fiv? rows on the first code sheet. 
(Refer to the Example Faculty /Staff Code Sh^et for these areas also.) 

Step 4 For item 2, record the number of 1'^, O's, and blanks in the General Need column in the 
left set of twenty -five rows on the first code sheet. 

A. First count the number of I's iti the General Need column and write that number in 
the total row for I's at the botk)m of the code sheet. (On the Example Faculty /Staff 
Code Sheet, there are four I's ik the General Need column. That number [4] is re- 
corded in the total row for I's Jnder the General Need column at the bottom of the 
code sheet.) 

R Then count the number of O's in the General Need column and record that number 
in the total row for O's under the General Need column at the bottom of the code 
sheet. (On the Example Faculty/Staff Code Sheet, there are no O's recorded in the 
General Need column. Therefore, that number [0] is placed in the total row for 
O's under the General Need column at the bottom of the code sheet.) 

C. Next count the number of blanks in the General Need column and^wHte that number 

i in the total row fpr Blanks at the bottom of the code sheet. (On the ESuunple Factilty/, 

Staff Code Sheets there are no blanks in the General Need ctlutnn. Thei?tefore, 2ero[0] 
is recorded in the total row for Blanks under the General Need column at the bottom 
• of the code sheet.) ^ 

♦ 
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Step 5 If there jarejn ore than twenty-five respondents recorded on the code sheet, repeat Steps 
24 for the rest of the respondents, (Note that one Faculty /Staff Code Sheet can handle 
fifty surveys.) - , ^ , 



NOTE: . You ha^ now completed the couhts for one code sheet. 



Step 6 Repeat Steps 2-5 for each Facult^taff Code Sheet you have. 

Step 7 In order to prevent possible errors, double-check the totals for each column and make 
corrections when necessary. 

Step 8 Return all materials to your tabulation supervisor. 

Step tabulation supervisor should spot-cheqk the work done by those he/she supervises 

and ask them to correct any errors found. . - ' 

« 

Step 10 At the direction of the CPSS coordinator and the tab^ulation supervisors, help with other 
tabulation tasks or continue tabulating Faciflty/Stiaff Questionnaires by following the pro- 
cedures outlined in Procedural Section K. 



1 
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PROCEDURAL SECTION H 
4\dding the Counts on Parent Code Sheets 

1 • " 



T 

NOTE:^ This section outiin^ ^e procedural steps for adding, on eacj» Parent Code 
Sheet, the response^ to Parent Questionnaire items 1 and 2. Note that these 
procedures ar e exactly the same as procedures for adding the counts on Faculty/ 
Staff Code Sheets (Procedural Section G), 



Step 1 , Receive f illed-out Family Code Sheets and the Example Family Code Sheet. 

Step 2 For item 1, record the ranks irf column I in the left set ofatwenty-five rows on the first 
code sheet. 



A. . Add the numbers in column I and- write that sum in the Sum oi Ranks row under 
V column- 1 at thf bottom of the first^code sheet. (On the Example Parent Code Sheet, 

there are four i*anks in the colunin I. The sum of ranks for column I e^jtiab the sum 
of the four ranks, 4+2+3+1=10. Therefore, that number [10] is recorded in the 
Sum of Ranks row under column I at the bottom of the code sheet.) 

B. ^Count the number of responses recorded in column I in the left set of twenty -five 
rows on that code sheet. Record that number in the Number of Respondents row 
at the bottom of the code sheet under column I. (On the Example Parent Code Sheet, 
four responses are recorded in column I in the left set of twenty-fiye rows.. Therefore, 
that number [4] is recorded in the Number of Respondents row at the bottom of the 
code sheet under column I.) 

Step 3 Repeat Step 2 for columns II-V in the left set of twenty-five rows on the first code sheet. 
(Refer to the Example Parent Code Sheet for these areas also.) 

Step 4 For item 2, record the number of I's, O's, and blahks in the General Need column in the 
left set of twenty-five rows on the first code sheet. 

♦ 

A. First count the number of I's in the General Need column and write that number in 
the total row Tor I's at the bottom of the code sheet. (On the Example Parent Code 
Sheet, there are four I's in the General Need column. That number [4] is recorded in 
tl^e total row for I's under the (General Need column at the bottom of the code sheet.) 

B. Next count the number of O's in the General Need column and write that number in 
the total row for O's at the bottom of the code sheet. (On the Example Parent Code 

"Sheet, there are no O's recorded in the General Need column. Therefore, that number 
[0] is placed in the total row for O's under the (General Need column. at the bottom of 
the code sheet.) . * * 

* if 

C. Next countjthe numBer of blanks in the CJenerd Need column and write that number in 
the total tow for Blanks at the bottom of the code sheet. (On the Example Parent Code 
Sheet, there are no blanks in the General Need column. Therefore, zero [0] is recorded 
in the total row' for Blanks under the General Need column at the bottom of the code 
sheet.). \ 
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Step 5 If there are more than twenty-five respondents recorded on the code sheet, repeat Steps 
24 for the rest of the respondents. (Note that one Parent Code Sheet can handle fifty 
surveys.) ' ^ 



NOTE: You have now completed the counts for one code sheet 



Step 6 Repeat Steps 2-5 for each Parent Code Sheet you have. 

Step 7 In order to prevent possible errors, double-check the totak fo/ each' column andjmake^ 
corrections when necessary. \ . ' 

Step 8 Return all materials to your tabulation supervisor. 

Step 9 ^ Each tabulation supervisor should spot-check the work done by those he/she supervises ^ 
and ask them to correct any errors found. 

Step 10 At the direction of the CPSS coordinator aiid the tabulation supervisors, help with other 
tabulation tasks or continue tabulating Parent Questionnaires by fallowing the procedures 
outlined in Procedural Section L. , ^ - 



\ 
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PJIOCEDURAL SECTION I 
Transfe^ng the Sums on Student Code Sheets 
' ^ to Summary Sheets 1 and 3 

• . . . 1 - 



NOTE: This seofion' outlines the procedural steps for transferring the sums on 
Student Code Sheets (o Summary sheets .1 and 3, 



Step 1 Obtain pencils and blank sheets of paper. Also, obtaih aii adding machine or a calculate^ 
if possible. Make sure you have Table 41; Summary Sheets 1 and 3; filled out Student 
Co(fe Sheets; Example Table 41; Example Summary Sheets 1 and'^; and Example Student 
^ Code Sheets for grades nine-twelve. 

-> 

Step 2 Make sure that your- Student Code Sheets (not Si«nmary S&eets) are separated by grade 
level. ' - . ' * 



Step 3 ^BegiH with the,cbde sheets for one of the grade levels in your school. - 



/ 



ERJC 



39 



33 



( 



Step 4 For item 1, transfer the counts on all the code sheets of that grade level to Summary 
Sheet 1. • ' 

\ ^ - * 

A. Add tqgether the numbers in column 1, total row for O's on all the code sheets for 
that grade level. There is only one number per code sheet. -Write^your aiiswer (sum) 
in column 1, row N</of that grade level on Summary Sheet 1. If you haxp only one 
<:ode sheet for that grade, there is nothing to add. Simply transfer the number that 
appears in column 1, total row for O's on the code sheet taAolumn l,- row No of that . < 
grade level on Summary Sheet L (On Example Summary Sheet 1, the number written 
in column 1 for the row No of grade nine is 2 because that number appears in (the total 
row for O's under column 1 of the Example Student Code Sheet for grade nine. K w^ 
had had more than one Example Student Code Sheet for gradfe nine, we would have 
added together the numbers that appeared in column 1 total row for O's on each code 
sheet and would have recorded ttut sum on Exatnple Summary Sheet 1.) 

B. Add together the numbers in column 1, total rotv for I's on all the code sheets for 
that grade level. Again, there is onty one number code sheet. Combine this sum 
with your answer to Substep A above. The number you get will be the total number ^ 
of yes plus no responses to item 1 recorded on all code sheets. Write your answer 
(sum in column 1, row Yes plus No of that grade level on Summary Sheet 1. If you 
have only one code sheet for that grade level, simply add tlie number in the total row 
for I's to the number in the total row for O's on the code sh^t and write that sum in 
column 1, row Yes plus No of that grade level on Summary Sheet 1. (On Example 
Summaify Sheet 1, the number recorded in column 1, g||de nine Yes plus No row is 

5 because that, is the sum of the number in the total row for I's under column 1 on 
Example Student Code Sheet for grade nine^3pand the number in the total row for 
O's under column 1 of that sheet [ 2 ] .) ' ^ ' 

'* C. Add together the numbers in columh 1; total row for Blanks on all co^e sheets for that 
grade-level. Again, there is only one number per cod^ sheet. Write your answer' (Sum) 
in column 1, row Blank of that grade level on Summary Sheet 1. If you liave only one . 
' ' code sheet for this grade level, transfer the number that is in column 1, total row for 
Blanks to column 1, row Blank of that grade level on Summary Sheet 1. (On Example 
Summary' Sheet 1, the number that is recorded inf olumn 1, row Blank of grad#nine a 
is 0 because that is the number in column 1 , total cow lor Blanks on Example Student 
Code Sheet I. If we had had more than one Example Student Cod^Sheet for grade 
nine, the number recorded in column 1 , row Blank of grade nine of Example Summary 
Sheet 1 would heV plus the sum of whatever numbers appeared column 1, jbOfel row 
for Jlanks oF all the otl^r Example Student S;ifiTey Code Sheets for grade nine.) 

Step 5 Repeat Step 4 for itenis 2-aOTor that grade level. * 

Step 6 Check the accuracy of each sum trangtont'ed ahd correct any errors made. 

L^— ^ A- r ' • : 



\ 



NOTE: You have now completed Suhimary Sheet 1 for. one grade level. 
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Step 7 Transfer the counts for item 21 on the $gde sheets for that ^ade level to Summary Sheet 

A. ^ Add together the numbers in column 21, tbtal row for I's on all code sheets for that 

grade level. Write that sum on.Summity Sheet 3, Responded Yes column for that 
a grade level. If you have only one code sheet for that grade level, you obviously don't 

have to add anything. Simply transfer the number in column 21, total row for I's on 
that code sheet to Summary Sheet 3, Respond'ed Yes coluipn for that grade levpl. 
9BP Example Summary Sheet 3, the number 4 is written in the Responded Yes column, 
^ grade nine row because that islhe number in column 21, total row for I's on the 

^ Example Student Code Sheet for grade nine.) 

B. - Add together the numbers in column 21, total row for Blanks on hH code sheets for 
^ that grade level. Write that sum on^Sum^iary Shert 3, Blanl» colymn for that grade 

level. (On Examp^jfiumm^y Sheet 3, the number written in the Blanks column for 
grade nine is tbe^jause that is the number on the Example Student Code Sheet for 
grade nine.). - ^ 

.Step^ Transfer^ the, counts for item i2 on th^jgjj^e sheets for that grade level to Summary Sheet 3. 

A. Add the numbers ia the total row for I's in column ''22a for all the code sheets for 
*that grade level and transfer that sum to Summary Sheet 3, column 22a (Work full- 
Jipi^^cShi^ivi) for that grade level. If there is only one code $he€t for that grade level, 
just transf^ the number that appears in the row for I's, column 22a, on that 
code sheet Summary Sheet 3, column 22a (Work f^ll-time) of that ^ade levgl. 
(On ExampU Summary Sheet 3, 1 is recorded in column 22a [ W.ork ftdl-time ] under 
grade nine because l^is the numby in the total row for I's of c6iumn^22a of tM 
Example Student Code Sheet fq^ade nine. If we had had ipor^ than one Example 
Student Code Sheet for grade nine, we would 'haye added- together the numbers from 
each cod^sheet ^d entered the sum on Example Summary Sheet 3.) , 



V 0 



B. Repeat Subste 



A for columns 22b through 22f . 




'fhe nuhAer in the total row for Blanks for item ffi icx 
is onty one number per code sheet.) Write the sQm in the Bk 
^SfiK)f item 22 on Sununary Sheet 3. (On Ear&mple Sumto, 
io the Blanks cpliygn of the grade nine row because 1 is the i 
for Blanks of cblumk 22 on the ♦fexample^tudeat Code Sh ' 
If we had mc^e Example Student Code 'Sheets for arade nine 
the numbers In the total row for Blanks for item 22 across 
corded that sum in the Blanks column of that grade level o: 



code sheets. (There ' 
column of that grade 
Sheet 3, 1 is recorded 
mber in t^e total row 
'for grade nine. Again, 
»e would have added 
code sheets and re* 
►Sunvmary Sheet 3-) 



Step 9 Pou^^le^^heck the suttvTcomputed for items 21 and 22 transfenedto Summary Sheet 3. 



NOTE": Havinfe finished Step 9, you will have transferred all data from one grade 
, levelJfe code sheets to Summary Sheets 1 and 3. 
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Step 10 Refpeat Steps 4-9 for thojpod^ sheets for each grade level. It will probably be helpful to 
refer often to thp Example Student Codfe iSheets and Example Summary Sheets l and 3. 

Step 11 Look at Table 41* Transfer the number of students in each grade who completed the 
questionnaire (already recorded on Table 41) to the columns labeled Total Number of 
Individuals Completing Questionnaire for both itenis^l and 22 of l^ummar^ Sheet 3. 
(On the example, all-S's were transferred from Example Table 41 to Snrnmary Sheet 3, 
Total Nu^nber ofStudents Completing Questionnaire column for each grade level,) 

Step 12 Retur^all materials to yom^ tabulation .supervisor. 

Step 13 Each tabulation supervisor whould'spot-checl< the w6rk 'done by those he/she supervisee, 
and them to correct any errors found. , - . 

Step 14 At the direction of the CPSS coordinator and the tabulation supervisors, help transfer 
sums from Graduate, Faculty/Stpff, and Parent Code Sheets or (if that has already been 
dbn^)^ollpw the procedures outlined in Procedural Section M. 



PROCEDURAL SECTION J ^ 

a 

4 

Transferring the Sums oh Graduate Code Sheets 
to Summary Sheets 2, 3, and 4 ^ 



NOTE: This section outlines the procedural steps for transferring the sums on Graduate 
Code Sheetsl and 2 to Summary Sheets.2, 3, and 4. , 



Steb 1 Obtain pencils and blank s^ts of paper. Also, obtain an adding machine or a calculator, 
' if possible; Make sure you have Table 58; Summary Sheets 2, 3, and 4; filled-out Graduate 
Code SHIets 1 and 2; Example Summary Sheets 2, 3, and 4; and Example Graduate Code 
Sheets 1 and 2. 

Step 2 Tiransfer the counts for item 1 on Graduate Code Sheets 1 to Summary Sheet 2. 

A. Add together the numbers in column 1, total row for 0/s on all the Graduate Code 
^ Sheets 1. (There is only one number per code sheet.) Write your answer (sum), in 

trolumn 1, row No on Summary Sheet 2. If you have only one Graduate Code sheet 
1, there is nothing to add. Simply tranter the number that appears in column I, 
total row for 0*s on the code sheet to colunm 1, row No on Summary Sheet 2. - (On 
Example Summary Sheet 2, the number written in column 1 for row No is 1 because 
that number [ 1 ] appears in the total row for 0*s under colunm 1 of the Example 
Graduate Code Sheet 1. If we had had more than one Example Graduate Code Sheet 
^we would have added together the numbers that appeared in total row fi>r 0*s un- 
der cqjknn 1 on each c6de sheet and recorded ^hat sum on Example Summary 
' / SheetT)r ^ 

B. Add together the numbers in columa 1, total row for l*s on all the code sheets. Again, 
there is onlj^ one nujnber per code sheet. Combine this sum with your answer to Sub- . 
step A above. Th^umber you get will be the total number of yes plus no responses 

^ ^ to item 1 recorded on all pode sheets> Write youf answar (sum) in^olumn 1, row 
Yes plus No on Summary Sheet 2. If you have orily one code sheet, simply add the 
number in oolunm 1, total row for 0*s on the code sheet and write that suhi jn column 
1, row Yes plujJNo of'lSummary Sheet 2. (On Example Sumfliary Sheet 2, the number 
recorded in column 1, Yes plus No row is 4 because 4 is the sum of the numba in the 
. total row for 1 *s and the number in tbe total row for 0*s on Example Graduate Code 
Sh^t 1.) - • ^ 

C. Ad^1>>gether the numbers in columnT? total row for Blanks on all Graduate Code 
, Sheetsl. Agiain,^there is only one number per code sheet. Write the answer (sum) 

in column 1, row Blank on Summary Sheet 2. If you have only one^j>de sheet for 
graduates, transfer the nuipber in CQlumn 1, total row for Blanks on we code sheet « 
to column 1, row ^lank on Summary Sheet 2. (On Example Summary Sheet 2, the 
number recorded in column 1, row Blank Is 0 because 0 is the number in column 1, 
total row for Blanks on the Example^ Graduate Code Sheet 1. If we had bad more than 
one Example Graduate Code Sheet 1, the number recorded in column 1, row Blanks . 
' of Summary Sheet 2 would be the sum of the numbers appearing in column 1, total 
row for Blanks on all the Example Graduate Code Sheets T.) 
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Step 3 Repeat Step 2 for items 2-20 on Graduate Cod^ Sheets 1 . 
Step 4 Che^k-t|ie accuracy of each sum and correct any errors made. 



NOTE: You have now completed transferring sums tfi Summary Sheet 2. 



Step S Transfer the counts for item 21 to ^mmary Sheet 3. 

'A. Add together the numbers in column 21a, total row for I's on all Graduate Code 

Sheets 1. Write that answer (sum) on Summary Sheet 3, item 21, column a. Graduate 
Total row^On Example Summary Sheet 3, 1 is recorded in the Gradaute Total row 
under column a of item 21 because lis the .number appearing in column 1, total row 
for I's, of Example Graduate Code Sheet 1. If we had had more than one Example 
Graduate Code Sheet for graduates, we would have added the numbers across code 
^ sheets and entered the sum on'Example Summary Sheet 5.) 

^ B. Repeat Substep A' for columns b through f of item 21 

C, - Add the numbers in the total row for Blanks for item 21 on Summary Sheet 3. If - 
there is only one code sheet, dmply transfer tha number in the total row for Blanks 
on the code sheet to graduate itm 23,«lanks cotumn. Graduate Total row on Sum- ^ 
mary Sheet 3. (On Example Summary'Sheet 3, 9 is^recorded in the Blank column. 
Graduate Total row because 0 is^^e number appearing in the ifital row for Blanks 
under column 21 of Example Grafluate Qpde Sheet 1.) 

Step 6 Transfer the counts for item 23 to Summary Sheet 3. 

A. Add together the numbers in column 23, total ipw for O's on all the Graduate Code 
Sheets 1 . CJlh^ is oril^orie number per code sheet.) Write your answer (sum) on 
Summafy Sheet 3,.Gfa(ftate item 23, Responded No rpw, Graduate Total row. If 
* you have ORlyj^e^raduat^ Code Sheet 1; there is nothing to add. Simply transfer 
the number that appears in column 23, total row for O's on the Code Sheet to Sum- ^ * 
. ' mary Sheet B, Graduate4tem'23, Responded No row. (On Example Summary Sheet 
3, the numl>er written in GraduatCr item 23, Responded No column. Graduate Total 
•» row is 1 because that number [ 1 ] appears in the total row for O's under column 23 

of Example' (jraduate'Code Shee(l. If we had had more than one E 
Code Sheet 1, we would bave'add^d together the numbers that appeared in the total 
row for O's^undqr coJ|pmn 23 on each code sheet and recorded that sum on Example 
Summary Sheet 3.) " ^ V - ' • 

V . ; , 

^ B.> Add together ^the numbers in the total row tor Blanks in column 23 on all code sheets. 

^ (There is only one number per code^eet.) Write that sum on Summary Sheet 3, 

. Graduate item 23, Blanks c&lumn. Graduate Total row. If there is only one code 
sheet, simply^ransfer the number in the total row for Blanks on the code sheet to 
(T^ ^ Graduate item 23, Blanks' column. Graduate Total row on Sumniary Sheet 3. (On 

Example Summary Sheet 3; 0 is recorded.* the Graduate item 23, Blanks column, 
Graduate Tot^ row because 0 is the number appearing on Example Graduate Code 
Sheet 1, column 23, total row for Blanks.) 
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Step 7 CRteck thrsums transferred for items 21 and 23 and make necessary changes* 

Step 8 ^liOok at Table 58. Transfer th^ number of graduates who completed the questionnaires 
(alreadjwrecorded^on Table 58) to the Number of Individuals Completing Questionnaire^ 
column under graduate items 21 and 23 on Summary Sheet 3. 



NOTE:< You have just completed transferring Graduate sums to Summary Sheet 3. 
You are now finished with Graduate Code She^rt:;^^ 





Step 9 Transfer the counts on Graduate Ck)de Sheet 2 to Summary Sheet 4. 

A. Add the numbers in the Sum of Ranks row for each column I on all Graduate Code 
Sheets 2. (There are a possible five numbers to add on each code sheet.) Write that 

• ' sum on Summary Sheet 4, column Sum of Ranics linder area I, Graduate row. (On 

Example Summary Sheet 4, 10 is recorded in the Sum of Ranks column under area 
I, Graduate Row because 10 is the number appearing in column I, Sum of Rair^ row 
on Example Graduate Code Sheet 2. *If we had had more than one Sum of Ranks 
number for column I recorded on the Example Graduate Code Sheet 2, or if we had' 
more than one Example Graduate Code Sheet 2, we would have added the numbers . 
in the Sum of Ranks row for every f illed-in column I across all code sSeets and re-> 
corded the sum on Example Summary Sheet 4, Sum of Ranks column under area i, . 
Graduate row.) * • . 

B. Add the numbers in the Number of Respondents row for each column I onWl code 
sheets. (There ar§ a possible five numbers to^dd on each Graduate Code Sheet 2.) 

^ Write that sum on Summary Sheet 4, column Number of Respondents under area I, 
Graduate row. (On Example Summary Sheet 4, 4 is recordejj in the Number of Re: 
sporidents column* under area I, Graduate row because 4 is the number appearing in ' 
eolumn I, Number of Respondents row of Example Graduate Code Sheet 2. If we ^ 
* had Had more than one number recordea in column I, Number of Respondents row, 
^ ^ or if we had more than one Example Graduate Code Sheet 2, we would have added 
the numb^across aU code sheets and recorded the sum on the Example Summary - 
Sheet 4.) , ^ 

i 

C. Repeat Substeps A and B for columns II through V on Graduate Code Sheets 2. 

Step 10 Check the sums transferred from Graduate Code Sheet 2 to Su'tnmary Sheet 4 and make 
necessary changes. 



NOTE: You have now transferred all sums from Graduate Code Sheets 1 and 2 to 
Summary Sheets 2, 3, and 4. 
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Step 11 Return all materidi to your tabulation supervisor. 

Step 12 Each tabulation supervisor should spot-checl< the worl< done by those he/she supervises 
and asl< them to correct any errors fourid. 

Step 13 At the dirett^\i oft the CPSS coordinator and the tabulation supervisors, help transfer 
sums from the FamUy /Staff and Parent Code Sheets or (if that has already been done) 
follow the procedures outlined in Procedural Section M. 



\ * i 



\ 
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PROCEDURAL SECTION K 



Transferring the Sums from Faculty/Staff 
Code Sheets to Summary Sheets 3 and 4 



NOTE^ This section outlines the procedural steps for transferring the sums on 
^ Factrity /Staff Code Sheets to Summary Sheet§ 3 and 4. 



Step 1 Obtain pencils and blank sheets of paper. Also, obtain an adding machine or a calculator, 
if possible. Make sure you have Table 57; Summary Sheets .3 and 4; filled-out Faculty/ 
Staff Code Sheets; Example Table 57; E;?cample Summary Sheets 3 and 4; and the Exampl 
Faculty/Staff Code Sheet. 

Step 2 •Transfer the counts for item 1 on all the t'aculty /Staff Code Sheets to Summary Sheet 4. 

* A. Add together the numbers in the Sum of Ranks row for each column I on all code 
sheets. (There are a possible two numbers to add on each Faculty/Staff code sheet.) 
Write that sum on Summary Sheet 4, column Sum of Ranks under Area I, Faculty 
row. (©n Example Summary Sheet 4, 8 is recorded in the Sum of Ranks column 
under area I, Faculty/Staff row because 8 is the number appearing in the column I, 
Sum of Ranks row on the Example Faculty/Staff Code Sheet. If we had had more 
than one Sum of Ranks number for column I recorded on the Example Faculty/ 
Stafff Code Sheets or if we had more than one Example Faculty ZStaff Code Sheet, 
, we^ould haVe added the numbers in the Sum of Ranks rpw for every f illed-in 
column I across all code sheets and recorded the sum on Example Summary Shc^ 
4, Sum qj^^nks column under area I, Faculty /Staff row.) 

B. Add the nifeibers in the Number of Req)©ndents row for each* column I on all code 
sheets. (There are a possible two numbers to add on each Faculty/Staff Code Sheet.) 
Write that sum on Summary Sheet 4, Number of Respondents column under area I, 
Faculty /Staff row. (On Example Summary Sheet 4, 4 is re#orded in the Number of 
Respondents column under area F, Faculty /Staff row because 4 is the number appear- 
ing in column I, Number of respondents row of the Example Faculty/Staff Code 
Sheet. ^ we had had more tljan one number recorded in the column I, Number of 

, * Respondents row, or if we had more than one Example Faculty/Staff Code Sheet,- 

H ^ we would have added the numbers across all code sheets and recorded the sum on 
Example Summary Sheet 4,) . ^ ' 

C. Blepeat substeps A and B for columns II through V on the Faculty/Staff Code Sheets. 

Step 3 Check the sums transferred from the Faculty/StaftCode Sheets to Summary Sheet 4 and 
correct any errors made. 



NOfE: ^ You have now c<ftpleted transferring sums from the Faculty/Staff Code 
^ Sheets to Summary Sheet 4. 



41 



Step 4 For item 2, transfer the county on the Faculty /Staff Code Sheets to Summary Sheet 3, 

A. Add together the numbers in the total row for I's for^ach General Need column on 
^ all Faculty /St^rff Code Sheets. (There are a possible t^o.numbers to'add on each 

' Faculty /Staft Code-Sfteet .) Write that sum on Summary Sheet 3, Faculty* taf f item 

2, Responded Yes cdjumn, Faculty/Staff ToUl row. '(On Example Summary Sheet 
3, 4 25 recorded in the Fatuity/Staff Total row, under the Responded Yes column 

^ . because 4 is the number appearing in the total row for 1'^ under the General Need 

column on the Example Facility/Staff Code Sheet. If we, had had more than one 
number recorded in the total row for I's under the Gteneral Need column on one 
code sheet, or if we had more than one code sheet, we would have added these num- 
bers aod trapsferrecf the sum to'fexample Summary Sheet 3, Faculty/Staff item 2, 
ilesponded Yes column, Faculty/Staff Total row, 

.B. Repeat Substep A for adding the numbers in the total row for Blanks of the General 
Need Column on all the Faculty /Staff Code Sheets. Write the sum on Summary Sheet 

3, Faculty /Staff item 2, Blanks column, Faculty/St^ff Total row. (See also the 
Example Faculty/Staff Code Sheet and Example Summary Sheet 3^) 

% i 

^ C. Look at Table 57. Transfer the number of faculty/staff who completed the question- 
narie (ahready recorded on Table 57) to Summary Sheet 3,lPaculty /Staff item 2, 
Total Number of Individuals Completing Questionnaire column, Faculty/Staff Total 
row. . ' * ' 

Step 5 Check th? sums transferred for item 2 and correct any errors made, ^ 



NOTE: You have now completed transferring sums on Faculty /Staff Code Sheets 
to Summary Sheets 3 and 4. 



Step 6 Return all materials to your tabulation supervisor. 

Step 7 Each tabulation supen^r should spot-check the work done by those he/she supervises 
and ask them to correest any errors founi 

Step 8 At the direction of the CPSS coordinator and the tabulation supervisors, help transfer 
sums from Parent Code Sheets or (if that has abready been done) follow the procedures 
outlined in Procedural Section M. 
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PROCEDURAL SECTION L 

Transferring the Sums from Parent Code Sheets 
to Summary SheAs 3 and 4 



NOTE: Thjfi section outlines the procedural steps for transferring the sums on Parent 

Code Sheets to Sunimary Sheets 3 and 4. These procedures are exactly the 
"^"^ same as. the procedures for transferring the sums from Faciflty /Staff Code 
Sheets to Summ^gry Sheets 3^d 4 , 

1 



Step 1 Obtain pencils and blank sheets of pap)er. Also, obtain an adding machine or a calculator, 
if possible. Make sure you have Table 57; Summary Sheets 3 and 4; filled-out Parent Code 
Sheets; Example Table 57; Example Summary Sheets 3 and 4; and the Example Parent 
Code Sheet. 



Step 2 Transfer the counts for item 1 on the Parent Code Sheets to Summary Sheet 4. 



/ 



Add together "uie^mimbers in the Sum of Ranks row for each column I on all code 
sheets. (There are a possible two ni^ibers to add on each Parent Code Sheet.) 
Write that sum on Summary Sheet 47^bk4j2n Sum of Ranks under area I, Parent 
row. (On Example Summary Sheet 4, 10 is^fecoriJed in the Sum of Ranks colBmn 
under area I, Parent row because 10 is the number appearing in column I, Sum of 
Ranks row on the Example Parent Code Sheet. If we had had more than one Sum 
of Ranks number for column I recorded on thef Example Parent Qode' Sheet, or if 
we had more than one Example Family Code Sheet, we would have added the num- 
bers in the Sum of'Ranks row for every filled-in column I across'all code sheets and 
recorded the summon Example Summary Sheet 4, Sum of Ranks column under area 
I, Parent row.) 



B. Add the numbers in the Number of Respondents row for each column I on all code 
sheets. (There are a possible two numbers to add on each Parent Code Sheet.) 
Write that sum on Summary Sheet 4, Number of Respondents column binder area I, 
Parent row. (On Example Summary Sheet 4, 4 is recorded in the Number of Re- 
. . spondents column under area I, Parent row because 4 is th^ ruimber appearing in 
coluri^ 1, Number of Respondents row of the Example Parent Code Sheet. If we 

* had nlid more than one number recorded in^the column I, Number of Respondents 
row, or if we had more than one Example Parent Code Sheet, we would have added 
the numbers across all code sheets and recoraed the sum on Example Summary • 
Sheet 4.) , 

. C. Repeat Substeps A and B for columns II through V on the Parent Code Sheets. 

^l«p 3 Check the sum^ transferred from the Parent Code Sheets to Summary Sheet 4 and correct 
any errors made. 



NOTE: You have now completed transferring sums from the Parent Code Sheets 
to Summary Sheet 4. • 
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Step 4 For item 2, transfer the counts on the Parent Code Sheets to Summary Sheet 3. 

A. Add togfther the numbers in the total row for 1 's for each General Need column on 
all Pareitf Code Sh^ete. (There are a possible two numbers to add on each Parent 
Code Shjeet.) ^e that sum on Summary Sheet 3, Parent item 2, Responded Yes 
column>arart Total row. (On Example Summary Sheet 3, 4 is recorded k the' 
Parent Tkalrow, under the Re^onded Yes column because 4 is the nudf^ ap- 
learing irt the total row for I's under the General Need column on the Example 
'arent Code Sheet. If we had had more than one number recorded in the total row 

» for I's under the General Need colunm, or if we had more than one code sheet, we 
would have added these numbers and transferred the sum to Example Summary 
Sheet 3, Parent item 2, Responded Yes column, Parent Total row. 

B. Repeat Substep A for adding the numbers in the total row for Blanks of the Genetal 
/ Need column on all the Parent Code Sheets. Write the suip on Summary Sheet 3, 

Parent item 2, Blanks column, Parent Total row. (See also the Example Parent Code 
Sheet and Example Summary Sheet 3.) 

C. Look at Table 57. Transfer the number of parents who completed the questionnaire 
(already recorded on Table 57) to Summary Sheet 3^ Parent iem 2^, Total Number of 
Individuals Completing Questionnaire column, Parent Total row. ^ 

Steif 5 Checj^the sums transferred for item 2 and correct any errors made. 



j 

\ 



NOTE: You^have now completed transferring sums on Parent Code Sheets to 
Summary Sheets 3 and 4. 



Step 6 Return all materials to your ^bulation supervisor. ^ , 

Step 7 Each tabulation supervisor should spot-check the work doneby those he/she supervises 
and ask them to correct any errors found. 

Step 8 At the direction of the CPSS coordinator and the tabulation supervisors, help with other 
tabulation tasks outlined in the remaining procedural sections. 
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PROCEDURAL SECTION M 
Totaling Summary Sheets 



NOTE: This section outlines the procedural steps for totaling the sums on all four « 

Summary Sheets to get the overall totals of responses from students, graduates, 
faculty /staff, and parents to each survey item. 



Step \ Obtain an adding machine or (better yet) a calculator. If you do not have tljese machines, 
obtain blank sheets of paper and pencils for your computations. 

Step 2 Receive filled -out Summary Sheets 1,2, 3, and 4 and the examples of these sheets. 



NOTE:* As you read through the instructions that follow, please have Example Summary 
Sheets 1, 2, 3, and 4 in front of you. It is important that you go through the 
example after each instruction. 



Step 3 Complete (folumn 1 on Sumpnary Sheet 1. (You will be adding down, not across , for 
Substeps A-D.) 

A. Add the numbers in the No row for each grade and Rut their sum in the No row of 
All Grades at the bottom of column 1. (There are four possible numbers to add on 
Summary Sheet 1.) (On Example Summary Sheet 1, the numbers in the No row of 
each gradeyinder column 1 were added p2+4+3+3] to get 12. So 12 was written in 
the All Grades No row of column 1.) 

B. Add the numbers in the Yes Plus No row for each grade and put their sum in the 
' Yes Plus No row of All Grades at the bottom of column 1. (There are a possible 

four numbers to add on Summary Sheet 1.) (On Example Summary Sheet 1, the 
numbers in the Yes Plus No row for each grade under column 1 were added [5+5+5+5] 
to ^t-2CL So 20 was written in the All Grades Yes Plus No row of column 1.) 

C. Add numbers in the Blanks row for each grade and put the sum in the Blanks - 
row of All (jhrades at the bottom of column 1* (There are four possible numbers to 
add on Summary Sheet 1.) (On Example Summary Sheet 1, the numbers in the 
Blanks row for each grade under column 1 were added [0+0+0+0] to get 0. So 0 . 
was written in the All Grades Blanks row of column 1.) 

D. Add the numbers in the Blanks row and the Yes Plus No row of All Grades in column 
1 and write the sum in the Yes Plus No Plus Blanks row of All Grades in column 1* 
(There are only two numbers to be added on Summary Sheet 1.) (On Example Sum- 
mary Sheet 1, the numbers in the Blanks row and the Yes Plus No row of All Gvades, - 
column 1 were added [0+20] to get 20. So 20 was written in the Yes Plus No Plus 

~' ^ Blanks row of All Grades in column 1.) 
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Step 4 Repeat Step 3 for columns 2-20 on Summ^fy Sheet 1. 

Step 5 For Area I totals at the bottom of Summary Sheet 1, complete the All Grades section for 
columns 1-6 on Summary She^t 1. (You will be adding across, not down, for Substeps 
A and B.) 

• A. Add together the numbers in the No row, All Grades of column^ 1-6. Write the sum 

in the tipper box labeled Area I Total for that row on Summary Sheet 1. (On Example 
Summary Sheet 1, the number filled in is'66 because the numbers in the All Grades No 
row were 12+13+10+9+11+11=66.) 

B. Add together the numbers in the Yes Plus No row, All Grades of columns 1-6. Put 
the sum in the lower box labeled Arpa I Total for that row. (Op Example Summary 
• Sheet 1, the number filled in is 108 because the numbers in the All Grades Yes Plus 
No row were 20+17+15+17+19+20=108.) 

Step 6 Repeat Step 5 for columns 740, 11-14, 15-17, and 18-20 to compute Area II Total, Area 
III Total, Area IV Total, and Area V Total. 

: / 



NOTE: When you have completed Steps 3-6, Summary Sheet 1 has been totaled. 



Step 7 For Summary Sheet 2, add the sums for each item (columnW (You will be adding down, ^ 
not across. ) • 

A. Add together the numbers in the Blank row and the Yes Plus No row in column 1 
and wjite the sum in the Yes Plus No .Plus Blank row of cojumn 1. (On Example 
Summary Sheet 2, the numbers in the Yes Plus No and the Blank row of column 1 
[4+0]were added. That nymber, 4, was written in the Yes Plus No Plus Blank row - 
of column 1.) * 

B. , Repeat Substep A for columhs 2-20 on Summary Sheet 2. ^ * ' 

Step 8 On Summary Sheet 3, Student item 22 : Future Plans, add together the numbers in th^ 
rows for grades nine, ten, eleven, and twelve of column a (Work fuU-time). (You will be 
adding downj Pu^the sum in the All Grades Total row of column a (Work full-time). 
(On ExampleBummary Sheet 3, the numbers 1+2+1+1 were added. The sum [5 ] is written 
in the All Grades Total row of column a [Work full-time] .) 

'Step 9 Repeat Step 8 for columns b through f , the Blanks column, and the Total Number of 

Students Completing Questionnaire column of Student item 22: Future Plans o n Sua- ^ 
mary Sheet 3. " , . 
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Step 10 For the grade nine row, subtract the number in the BlSikS^ column from the number in 
the Total Number of Individuals Gomt)leting Questionnaire cc4umn. Write the result in 
the "Total Minus Blanks'' coluiin, grade nine row of Summary Sheet 3. (On Example 
Summary Sheet 3, the number [1 J in the Blanks column of the grade nine row is sub- 
tracted from the number [5] in the Total Number of Individuals Completing Question- 
naire column of the grade nine row to get the number [4] to be put in the TotalMinus 
Blanks column of that grade. ^ 

Step 11 Repeat Step 10 for the other grade rows and the All Grades row on Summary Sheet 3. 

Step 12 Repeat Steps 8-10 for each grade row and the All Graces row of Student item 21 : 
General Need on Summary Sheet 3. 

Step t3 Repeat Step 10 for the Faculty/Staff Total row and the Parent Total row on Summary 

Sheet 3. 
# 

Step 14 Repeat Step 10 for the Graduate total row, Graduate item it and Graduate item 23 at 
the bottom of Summary Sheet 3. • 



NOTE: artien you have completed Steps 8-14, you have completed totaling Summary 
^pet 3. You don't have to total Summary Sheet 4. 

— - — ' ^ 

Step 15 Check the accuracy of your computations and correct any errors made. 

Step 16 Return all materials to your tabulation superviBor. * - * 

Step 17 Each tabulation supervisor should spot-check the work done by those he/she supervises 
and ask them to correct any errors found. 

Step 18 At the direction of th6 CPSS coordinator and the tabulation supervisors, help with other 
tabulation tasks outlined in the remaining procedural^sections. 
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(ROCEDURAL SECTION N 

V > 

Computing Percenfiages and Average^Ranks 
and Transfenrine^^em to Nioe Tables 



NOTE: This section outlhies the procedural steps ^or compu^ng percentages and 

average ranks of datk collected from students^ graduates, parents, and faculty/ 
staff and transferring them to Tables 4046, 48, and 49. 



Stepl 



Step 2 



Receive Tables 4046, 48, and 49; Summary Sheets 1, 2, 3, and 4; Example Tables 40,41, 
46, 48, and 49; and Example Summary 3]|^ets 1, 2, 3, and 4. « - 

On Summary Sheet 1, column 1, grade nine, divide the number in rpw No by the number 
in row Yes Plus No. Convert that result to a percentage, and write that percentage in the 
row for item 1, grade nine column of Table 41. (In the example, 2 oivided by 5 is 40, 
which is 40 percent. That percentage is written in the row foriteA 1, grade nine of 
Table 41.) 

A. In dividing, carry out the division to three decimal places and then round off to two 
places. (Round off upward .005 and anything greater.) ^ 



B. 



For example, 55 divided by 88 givep .625. Since .005 and anything greateY is rounded 
upward, the answer is .63. To make .63 a percentage, simply move the decimal point, 
two places to the right and add a percent «jgn (%). Therefore, .63 equals 63 percent. 



NOTE: Refer to Example Summai^ Sheet 1 and^^xample Table 41 for Steps 3 and 4. 



Step 3 Repeat Step 2 for column 1, grades ten-twelve an(f the section marked All Grades on 
Summary Sheet 1. , 

Step 4 Repeat Steps 2 and 3 for columns 2-6 of Summary Sheet 1. 

Step 5 On Summary Sheet 1, column 1, divide the mimber in row Blank of the All GradA section 
- by the number in row Yes Kus No Plus Blank of th^ All Grades section. Convert that 

result to a percentage *ahd write that percentage in tRe i te m 1 row , f erc e nt a g e^f Non 

respondents column of Table 41. (In the example, 0 divided by 20 equals 0 percent. 
That percentage is wrj^en in the item 1 row, right-most column of Tri)le 41,) 

Step 6 "Repeat Step 5 for columns 2-6, All Grades section of Siimpiaxy Sheet 1. Refer to Example 
Summary Sheet 1 and Example Table 41. 
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* NOTE:* lYou have now^ Completed TaWe 41. 



/ Ste|i 7 Handle the*res<; pf the cdlumns on Summary Sheet 1 p the same manner you did column 
1 in Steps 2, 3, 4, and 5 but do not put the percentages on Table 41. Write them, instead, 
- * on other .tables as follows: ' 



'Write percentage^ from columns 7-10 on Table ;42. 
. B. Write perd^lllj^om cofumns 11-14 oi^^abje 43. 

C. \ Write.percentages from columns 1547 on Table ^. 

D. Write percentages "froj^columhs 18-20 on Ta^)le 45. 



NOTE: You. have now completed "^ks 42-45. ' ^^N^ 



- 'ry . K. ^ ■ ^ - . ; 

Ste^jJ Oh Surfimary Sheet 1, divide the number^h the box labeled^Area I Totals of row No^f the 
All Grades Section by the number m*{he box niarkedTirea I Totals of row Yes Plus No 
of the AH Grades section. Convert the result ta a percentage and write that {)ercentage 
^ in the f^ row of the Students column on T^blWo. (hjjhe example, 66 divided by 108 
equals .6H> which is 61 percent. That percentage is wntten ife the first row,^tudents 
column of Example Teiblfe 40.) A 

Step 9* Repeat Step 8ffor Area II t^^tals, but^yit the resulfii^percent^ge in the second row of 
the Students cidumn pn Table 40. , ^ 

. Siep 10 R^at Step 8 fo^Area HI totals, but put the resulting percentage in the third row of the 
Students column on Table 40* ^ 

Step 11 Repeat Step 8 for Area IV4otals, but put the resulting percentages in the fourth row of , 
' the Students colurittron Table 40. ' , ^--r\ ' 

Step 12 Repeat Step 8 for Area V to^ak,*but put the resulting percentage in the fif th^ow- of the . 
•J Students column on Table 40. Put aside Table 40 foir now and start workingSfi Table 49. 



NOTE: You are now finished with Summary Sheet 1. 
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Step 13 On Summary Sl^eet 2, column'l, divide the number in. rowl'Jo by the number fn row Yes 
Plus Ifo. Convert that number to a percentage, and write it in the row for item 1, Percen- 
tage of Graduates Not Receiving Adequate Assistance of Table 49!,- (On ExAipHfr Surflmary 
Sheet 2, 1 divided by 4is .25, which is 25 percent' rjhat percentage is written in the item , 
1 row. Percentage of GjRduates Not Receiving Adequate Assist^ce of fable 49.)' In divid:^' 
ing, carry out the division to tliree decimal places and then round off to two places, 
(Round off upward ,00b and anything greater.) ^ ) ' 



; Step 14 



Step 15 



On Summary Sheet 2, column 1, divide the number 
the rov/ Yes Plus No Plus Blank. Convert that numb 



ui th . 

w to a percentage, and wiriti? it in ^X- 
the row for item I, Percentage of Non-Respondents (^mn of Table 49. (On Examplf 
Summary Sheet 2,'9 divided by 4 is 0, which is 0 percent.' That percentage is written in 
the item 1 row, Percentage of Non-Respondents column of Table 49.) 

Repeat Steps 13 arid 14 for columns 2-20 on Summary Sheet 2. ' > - 



the row Blank 4)y the number in , 



NOTE?: You are now finished \vorking with Summary Sheet '2 and Table 58. 
are now ready to complete Table 46. , 



You 




\ 



Step 16 On Summary Sheet 3, divide the number in tlft^|fade nine row of the' 22a (Wferk ^1- 
. , ^ time) cokimn b;y tTie number in the Total Minus Blanks column of that same row . 'Con- 
vert the result to a percentage and write thaf^ercentage in the Work full-time row, grade, 
. nine column on Table 46! In the Example, 1 is divfded by 4, which is ^5, or 25 percent. ' 
That percentage is entered in Example Table 46. ' 

Step 17 Repeat Step 15'for columns 22b-22f , making sure thatr you write ea^(fresulting pofcen- 
tage in the row on Table 46 designate^ below. - ' 

* A, Write the percentage for 22b in the Work Part-time row. . ' 

B. Write the percentage Tor 22c in the Attend One-to-Three-Year Occupational Prepara- 
tion^ProgranMow. w ^ • . 

. C. Write the percentage for 22d in the Attend Baccalaureate Program row. 

" ,D. Writ^ the percentage for 22e in the Students Who Did Not Know or Graduates row. 

• E. Write the percentage for 22f in Jthe Other row. 7 

Step 18 Repeat Steps 15 and 16 for grades ten-twelve and the All Grade Total row on Summary 
Sheets. . ' ' - ^ 

Step 19 On Summary Sheet 3, Student questionnaire item 22, divide ehe number in the BFanks 
^ cdKxmn, All Grades Total row by the numtJer in the Total column. All Grades Total row. 
Convert the result to a percentage and >¥rite the percentage in the Percent of Students • . 
Who Did Not Respond space on Table 46. (In the example, 2 divided by ?0y .lOAor 
10 percent. That peroefttage isg^tten in the space called Percent of'IndiviHuals Who Di** 
Not Respond on Example TablT46.) • I . 
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Step 20 Repeat sWp 18 to compute the percentage of graduates under Concurrent Activities on ' 

Summary Sheet 3 who did not respond. Write thdt percentage in the Percent of Individuals 
, Who Did Not Respond spaces on Table 46. < " i 

Step 21^ On Summary Sheet 3, divide the number in Graduate Totdl row for -column 21fe (Not 
Wofking apd Not iSoing to School) by the number in the Total Minus Blanl^ icolumn of 
' that same row. Ck)nveft the result to a percentage and write that percehtage in the sltr-^' 
^ dents Who Did Not Khow or Graduates . . . row^ Graduates column (last column) of 
Table 46. In the example, 0 is divided by 4, which is 0 or 0 percent. That percentage is 
entered on Example Table 46. 



Step^22 



Repeat Step 19 forcolumns 21a; 2\b', 21c, 21d, (not 21e), and 21f,%naking sure that you 
write each resulting percentage in the row on Table 46 design^ited below. 



A. ' -JVrite the percentage f6r 21a in the Work Full-Time row. 

B. Write the percentage for 21b in the Work Part-Time row. 



C. Write the percentage for 21c in the Attend One-to-Three-Year Occupation^ Prepara- 
tion Program row. 

D. Write the f)ercentage for 21d in the Attend Baccalaureate Program row. 
•E. Write the percentage for 22f in the Other row. 





Step 23 To complete Table 48, compute percentages ^ or responses collected on item 21 of the 
Student Questionnaire, item 23 of the Graduate Questionnaire, and item 2 of the Parent 
and Faculty/Staff Questionnaire. _ 

A. For Student Questionnaire item 21 (General Need) On Suhimary Sheet 3, divide the 
number in the grade nine row' under the column Yes by the number in the Total 
Minm Blanks tolumn of that same row7 Ccmyert the result to a percentage and write 
that p^rcentjigain the firsfrow. Grade nine column of Table 48. (In the example, 4 
divided by^ is ,8, which is 80 percent. That percentage is written in the first row 
under the Gra^e nine column of Example Table 48.) In dividing,.carry out tlie division 

i - to three decimal places and then round off to two places. (Hound off upward .005 and 

anything greater.) ^ ^ ' 

B. I^peat SUbstep A for.Grades ten-twelve, and t*ie All Grade Total row. 

C. Repeat SUbstep A for the General N^d section, Faculty/Staff Total row on Summary 
Sheet 3. . ' . x 

D. Repeat Substep A for the General Need section, Parent Total row on Summary Sheet 

3. . . 

* E. "^or graduate item 22 (General Need) on Suipmary Sheet 3, divide the number in the 
Graduate Total row. Responded No column by the number in the Totai Minus Blanks 
column of that same row at the bottom of Summary Sheet 3. Convert the result to x 
a percentage and write that percentage in the first ro^, Graduate column of Table 48.\ 
(On the Example Summary Sheet 3, 1 divided by 4 is .25, which is 25 percent. That V 
percentagCL-is written in the first row Graduatdojolumn of Example Table 48. 

F. For Student Questionnaire item^l General Need on Summary Sheet 3, divide the 
number in the Grade nine ro^^der column Blanks by the number in the Total Num- 
ber of Students Completing Qu^tipnnaires column of that same row. Convert the 
result to a percentage and. write that per<;entage in the second row (Percentage of Non- 
Respondents) under the Grade nine column of Table 48. ^ 

G. Repeat Subsjgplp^for/row Grades ten-twelve. All Grade Total, Graduate Tot^l, Parent 
Total, 9nd Faculty/Staff Total to compute the percentages of ♦non^respoildents for 

^ thfese groups. . ^ ' 



NOTE: You have now completed Table 48 and you are now finished with Siftnmary 
•Sheets. ^ ' 
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Step 24 To complete Table 40 by computing average ranks assigned to each area based on Graduate, 
Parent, and Faculty/Staff datasirecorded on Summary Sheet 4. ' 

/ 

A. To complete Graduates (Average Rank) column of Table 40, divide the number in' 
Area I, Sum of Ranks column for Graduate row of Summary Sheet 4 by the numbet 
in the Area I, Nuntber of Respondents column of that same row. Then write tKe re- 
sult in theOraduate (Average Rank) column of the Area I row o(i Table 40. (In tlie 
example, 10 divided by 4 is 2,5. Therefore, 2.5 is recorded in the Graduates (Average 
Rank) column of the Area I row of Table 40!) . 

B. Repeat Su^tep A to compute average ranks for Area II throu^.Area V in the 

/ ' , Graduates row of Summary Sheet 4;and transfer those numbers to their correspond- 

ing rows^nd columns on.Table 40. 

C. Regeat Substeps A and B to compute average ranks for Area I through Area V of tl^ 
Faculty/Staff row and the Parents row of Summary Sheet 4. Transfer those numbers ' 
to their corresponding rows and columns on Table 40. 

^ ^ ] . ■ 



_ _ NOTE: Ydu have now finished with Summary Sheet 4. 

1 ' • = 



*NOTE; You have now completed Tables 4046and Tables 48 arid 49. 



Step 25 Return aU materials to your tabulation supervisor. 

/ ^ / 

Step 26 Each Data Tabulation supervisor should spot-check the work done by those he/she super- 
vises and ask them to correct any errors. 

Step 27 -At the direction of the CPSS coordinator and/or the tabulation supervisors, help with those 
tabulation tasks thatSrem^in to be done. 
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PROCEDURAL SECTION 0 

^ Recording All Fill-in Statements and 
Comment^ Including Completing Table 47 



Step 1 Receive Student Questionnaires, Graduate Questionnaii^es, Parent Questionnaire^, Faculty/ 
Staff Questionnaires, and Table 47 from your tabulation supervisor or CPSS cqordinator. 

Step 2 Separate Student Questionnaires by gfade level. - • 



NOTE: What you will be looking at on the questionnaires will be (1) the filled-in 

answers to item 22f, (2) the filled-in answers to item 23, and (3) comments 
made in item 24. . 



Step 3 For the filled-in answer to item 22f , prepare a sheet with the heading : 

; Other Plans Specified by Students- ' ^ 

(Response to Student Questionnaire lUm 21f , Other) 

Grade 9 10 11 12 ' ' 

Step 4 Type or print in clear, capital letters in the grade nine colui^Kthe ansv^rers to item 22f the 
grade nine students wrote on their questionnaires. If a student did not answer 22f , just 
s^p his/her questionnaire. Make extra sheets witj^ the same heading if-you-need them. 



NOTE: If the responses can be grouped in a reasonable way, plea^ do^io^cause you 
^ would then have a more easily usable list of future plans and the number of 
students in each grade that checked each plan. 



Step' 5 Repeat Step 4 for each grade level. Give all of the sheets you have fflfed out to your tabu- 
lation supervisor. ' % ' - * ^ 

Step 6 For item 23, first checfcrto see that the CPSS coordinator has filled in the spa^e labeled . 
Number of Students Receiving Questionnaire near the bottom of Table 47. If th^t space 
is not filled in, ask the Cl^ coordinator to fill it in now. ^ - * ^ 

Step 7 Since you will be transferring to Table 47 the bccupations students listed in item 23 of 

the questionnaire, ask your tabulation supervisor what is the best way to group those jobs. 
(For example, practical nurse, iregistered nurse, nurse's aid, and licensed nurte may all be 
grouped under "nurse.") If your state has a career cluster model, your tabualtipn super- ^ 
\ visor may ask you to use the clustering in that model as your cait^ories. /' 



Step 8 ' Type or print in clear, capital letters on Table 47 the jobs students in grade nine listed for 
item 23 and the number of students who checked each job. You may need niore than one 
copy of the table. , / 

Step 9 Total the nuidber of students whose responses are on each copy of the table. Write those 
totals in the Total Number of Students spaces for grade nine on each copy of the table. 

Step* 10 Repeat Steps 7, 8, and 9 for each grade level in your school. ' 

Step 11 When you have completed the table for each grade, add all numbers in the spaces labeled 
Totel Number of Students across all grade levels. Subtract that total from the number in 
the space labeled Number of Students Receiving Questionnaire. Then divide the result 
by the number in the space-labeled Number of Students Receiving Questionnaire. Convert 
the result of your division to a percentage and write that percentage at the bottom of 
Table 47 in the space marked Percentage of Students Who Did Not Respond. 



NOTE: You have now completed recording all filled-in statements forStudent 
Questionnaires and are finished with Table 47. 



•Step 12 To record all filled-in statements for Graduate Questionnaires, prepare a she^t with the 
heading: 

Other Activities Specified by Graduates^^ ^ 
(Response to Graduate Questionnaire Item 21f, Other) • 

Step 1*3' You will be looking at ite^ 21f on each Graduate Questionnaire. On the sheet ybu just 
prepared, type or print in clear, capital letters the graduates' responses to that item. If a 
graduate did not Respond, do not write anything. Prepare as many sheets with the above 
heading as you need. 

Step 14 To record comments (responses to item 24) from Student Questionnaires, separate each 
grade level stack into two piles: one for questionnaires with comments and one for ques- 
tionnaires without comments. Label the stacks ^'Comments" and "No Comments." ' . 

Step 15 For recording grade nine comments on Student Questionnaires, prepare a sheet with the 
heading: 

^ ' Comments Provided by Students 
Regvding Student Questionnaire 
Grade Nine 

Step 16 Type'dr print in clear letters the comments in Student Questionnaire item 24 provided by 
the grade nine-students. Make extrarsheets with the same heading if you need them. 



NOTE^ If the comments can be grouped in a reasonable way, please do so. You would 
then have a more easily usable list of comments. 




Step 17 Repeat Steps 15 and 16 to record comments to item 24 for grades ten, eleven, and twelve. 



^ ^^^S : 

NOTE: You have now completed recording all comments in Student Questionnaire 



Step 18 Sepawtte. Graduate Questionnaires into two stacks: one tor questionnaires with comments 
written in item 22 and a^iother for questionnaires without comments for item 2?. 

Step 19 Repeat Steps 15 and 16 to type or print the comments prpvided by graduates. * 



NOTE: You have flow completed recording all comments in Graduate Questionnaire 
item 22. . > ^ . * 



Step 20 Separate Parent Questionnaires into two stacks: one for questionnaires .with comments in 
item 3 and one for questionnaires without comments in item 3. 

Step 21 Repeat Steps 15 and l?*to type orprint the comments provided by parents. 

Step 22 Separate and record commentsTor Faculty/Staff Questionnaires the same way you did 
Parent Question mires in Steps 20 and 21. 



NOTE: Yqu have now coml)leted recording all comments on Parent«Questioanaires and 
Faculty /Staff Questionnaires. 



Step 23 Give all materials to your tabulation supervisor. 

Step 24 Each supervisor should spot-check the work done by thosi^e/she supervises and ask them 
to correct any errors. ' ^ 
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